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Preface

Blackboard Essentials for Teachers gives you all the information you need to
build and deliver great courses. The book shows teachers how to construct and
deliver a professional quality course using Blackboard's most essential features.
The book begins with a tour of a completed Blackboard course. Then you will
see, step by step, how to build the example course using Blackboard's free site
for teachers — coursesites.com.

As you work through the book, you will see exactly how the demonstration course
is built. You will see how to add and use interactive activities, media, and other
resources. You will also learn how to assess and communicate with students and
manage them in groups. You will see how to add static material for the students to
view, such as pages, links, and media. Then you will learn how to add interaction
to your courses with discussion boards, blogs, and wikis. The book demonstrates
how to assess your students with assignments and tests. You will also see how to
manage students in groups, and how to communicate with them using messages
and announcements. Finally, you will learn the basics of the Blackboard grade book.

What this book covers

Chapter 1, The Blackboard Experience, allows you to tour our demonstration Blackboard
course. At each stop on our tour, we will view it from a student's and teacher's role.
This will help you learn two things. First, what a teacher can do with Blackboard and
second, how decisions made by the course creator affect the student's experience.

Chapter 2, Organizing a Course with Pages and Learning Modules, shows you how to
add, remove, and rearrange pages. You will see how to organize course material
into learning modules.



Preface

Chapter 3, Adding Static Material to a Course, shows you how to add links, web pages,
and files to a course. You will learn how to upload your own files, and to use files
that other people in your organization have uploaded into the content collection.

Chapter 4, Discussion Boards, shows you how to add and use discussion boards in
your course. We'll also look at the capabilities and limitations of discussion boards.

Chapter 5, Blogs and Wikis, shows you how to add and use blogs and wikis in your
course. We'll look at the capabilities and limitations of each tool, to help you decide
when to use each one.

Chapter 6, Assignments, focuses on creating assignments where the student must
submit or upload a file. You will learn how to review and respond to the files that
students submit.

Chapter 7, Testing Students, shows you how to add several kinds of questions to your
quizzes using Blackboard. You can also add media and descriptive pages. You can
control the page breaks in a quiz and create several kinds of feedback. All of these
features are covered in this chapter.

Chapter 8, Working with Groups, helps you learn about groups, which enable students
to work together. You can create tools and resources, which only the members of a
group can access, such as a group Assignment or a group Wiki.

Chapter 9, Communicating with Students Using E-mails, Messages, and Announcements,
helps you learn how to send messages to our students, and how to post course
announcements.

Chapter 10, Using Collaborate/CourseSites Live, helps you learn about Collaborate,
which is Blackboard's application for holding live, web-based sessions with
your students. It shows you how to configure audio and video settings, share a
PowerPoint slideshow, use the chat feature, share an application, and so on.

Chapter 11, Grading Students, shows you how to use the most often-used features of
the gradebook. You will learn how to review the students' grades for your course,
including filtering and organizing the display of grades. You will also learn how
to associate graded items with a grading period. You will see how to find items
that need to be graded, and some options for entering grades. There is a lot to the
gradebook, and this chapter gives you a solid start in making the best use of it.

What you need for this book

To use this book, you need only basic computer skills, and a desire to build and deliver
the best online courses you can. You don't need any background in online teaching

or building web pages. If you are an experienced teacher, you will be able to translate
many of the teaching techniques that you use in the classroom, to Blackboard.

[2]
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Who this book is for

If you are a teacher or a course builder, you need only basic computer skills to get the
most from this book. You don't need any background in online teaching or building
web pages.

Conventions

In this book, you will find a number of styles of text that distinguish between
different kinds of information. Here are some examples of these styles, and an
explanation of their meaning.

Code words in text are shown as follows: "Blackboard will plug in values for a and b.
It will then calculate c2."

New terms and important words are shown in bold. Words that you see on the
screen, in menus or dialog boxes for example, appear in the text like this: "In this
example, Homepage includes modules such as My Announcements, My Calendar,
What's New, and To Do".

% Warnings or important notes appear in a box like this.
.

a1

~Q Tips and tricks appear like this.

Reader feedback

Feedback from our readers is always welcome. Let us know what you think about
this book —what you liked or may have disliked. Reader feedback is important for
us to develop titles that you really get the most out of.

To send us general feedback, simply send an e-mail to feedbacke@packtpub.com,
and mention the book title through the subject of your message.

If there is a topic that you have expertise in and you are interested in either writing
or contributing to a book, see our author guide on www.packtpub.com/authors.

[31]
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Customer support

Now that you are the proud owner of a Packt book, we have a number of things to
help you to get the most from your purchase.

Errata

Although we have taken every care to ensure the accuracy of our content, mistakes
do happen. If you find a mistake in one of our books —maybe a mistake in the text or
the code —we would be grateful if you would report this to us. By doing so, you can
save other readers from frustration and help us improve subsequent versions of this
book. If you find any errata, please report them by visiting http: //www.packtpub.
com/support, selecting your book, clicking on the errata submission form link, and
entering the details of your errata. Once your errata are verified, your submission
will be accepted and the errata will be uploaded to our website, or added to any list
of existing errata, under the Errata section of that title.

Piracy

Piracy of copyright material on the Internet is an ongoing problem across all media.
At Packt, we take the protection of our copyright and licenses very seriously. If you
come across any illegal copies of our works, in any form, on the Internet, please
provide us with the location address or website name immediately so that we can
pursue a remedy.

Please contact us at copyright@packtpub.com with a link to the suspected
pirated material.

We appreciate your help in protecting our authors, and our ability to bring you
valuable content.

Questions

You can contact us at questions@packtpub.com if you are having a problem
with any aspect of the book, and we will do our best to address it.

[4]




The Blackboard Experience

In this chapter, we will tour our demonstration Blackboard course. At each stop
on our tour, we will view it from a student role. While looking at the course from
a student's point of view, we'll discuss the settings and features that the instructor
used, to create what we see. This will help you to learn what you can do with
Blackboard. It will also show you how decisions made by the course creator affect
the student's experience.

During our tour, we will see many of the features covered in this book, including
the following;:

e Home page

¢ Announcements

e Discussion Board

e Gradebook

e Content Page

e Learning Module

e Blog

e Forum

e Uploaded files
e Video

o  Wiki

e Assignment

o Test

e Groups



The Blackboard Experience

Home page

Our first stop after logging in the course home page:

¥ Introduction to the Oceans
(Demo for Blackboard
Essentials Book)

Homepage

Introduction to the Oceans
Course Discussions

Qur Course Calendar
Gourse Policies

Open Q&A

Wikis

Blogs

Groups

Tasks

CourseSites Live

* My Groups

¥ Random Teams! 2

https://www.coursesites.com/webapps/...88 1&cmp_tab_id=_83191 1&mode=view#

Homepage

My Announcements

No Course Announcements have been posted in the
last 7 days.

more announcements

My Calendar

No calendar events have been posted for the next 7
s

more calendar events

What's New To Do
Edit Notification Settings Actions Edit Notification Settings
» Blogs (1 What's Past Due Actions
. » All items (3
» Content
» Discussion Board (3 What's Due Actions ¥
» Gradebook (2 Select Date: 06/27/2012 Go
) Tests (1 ¥ Today (0
Nothing Due Today
- P (. J

1

In this example, Homepage includes modules such as My Announcements, My

Calendar, What's New, and To Do. We will take a closer look at some of these
modules later. For now, you should know that when an instructor views this page,
(s)he will see two buttons at the top of the page, which a student doesn't see — Add
Course Module and Customize Page:

Homepage

¥ Introduction to the Oceans

(Demo for Blackboard

Essentials Book) Add Course Module

Homepage

Infroduction to the Oceans My Announcements

Course Discussions B

No Course Announcements have been posted in the last 7 days.
Qur Course Calendar
more announcements...
Course Palicies
Open Q8A
. What's New
ikis

Blogs Edit Notification Settings Actions ¥

Groups } Content (1

= P Discussion Board (1

CourseSites Live } Gradebook (2

b Tests (1

COURSE MAHAGEMENT
¥ Control Panel Last A €2 2 P
b Content Collection
» Course Too Alerts
b Evaluation

Edit Notification Settings.
b Grade Center
Past Nue Actions ¥

What's Past Due

What's Due

My Calendar

No calendar events have been posted for the next 7 days.

more calendar events..

To Do

Edit Nofification Settings.

» Allltems (0

Select Date: 62772012 Go

v Today

Nothing Due Today
» Tomorrow (0
b This Week

b Future

Actions ¥

Actions ¥

[6]




Chapter 1

These buttons enable the instructor to add and rearrange the modules on the page.
(Your Blackboard system might not allow instructors to use these buttons. If you
don't have these buttons, ask your system administrator if you have been given the
ability to arrange and add modules.)

Also notice the Edit Notification Settings button under What's New and To Do, and
the editing icons in the upper-right corner of each module. These are seen only by
the instructor. These extra buttons and icons are a good example of how Blackboard
changes the display for students and instructors.

Announcements

Let's take a brief look at Announcements:

What's New
Edit Notification Settings Actions

Announcements

Test Posted

Blogs Open

Discussio s

Gradebook

Note that clicking on the arrow icon [®/ next to Announcements displays a pop-up
menu. When you want to open or affect an item, Blackboard often places the menu
items for doing this, in a pop-up menu next to the item. When you want to manipulate
an item, look for the pop-up menu (the arrow icon) next to that item, and if you can't
find the pop-up menu, then look in the menu bar at the top of the page.

In this example, clicking on Open brought us to the Announcements page.
This shows all the announcements that the student has received for this course:

Annhouncements

William Rice

Introduction to the
Oceans (Demo for
Blackboard Essentials
Book)

Test Posted

Posted on: Thursday, April 12, 2012

The following Test has been made available in Intreduction to the Oceans: Do you know the oceans?

[71



The Blackboard Experience

Note that when a student accesses Announcements from the front page of a course,
the student is viewing the announcements for that course only, and not for any other
courses. In addition, Announcements are displayed and hidden according to the
dates set by the instructor.

You will learn how to use the Announcements tool in Chapter 9, Communicating with
Students Using E-mails, Messages, and Announcements.

Discussion Board

Also within the What's New area, we find Blogs, Discussion Board, and Gradebook:

What's New
Edit Motification Settings Actions

Announcements

Blogs

=10ther Blogs
Nater Walks(2 unread posts) @@

Discussion Board

Introduction to the Oceans (Demo for Blackboard
Essentials Book)| (3

Gradebook

Do you know the oceans?

A course can have a blog for all of the students in a course. It can also have a blog
for each group of students within the course. And, each student can have his/her
individual blog. You will learn more about blogs in Chapter 5, Blogs and Wikis, and
about working with groups in Chapter 8, Working with Groups.

By default, there is a discussion board for a course. Under this board, there are
forums. Forums are composed of threads, which are composed of posts written

by the course participants. In some Learning Management Systems, there can be
multiple forums spread throughout the course. In Blackboard, the Discussion Board
page puts all of the coursewide forums in one place, as shown in the following
screenshot:

[8]



Chapter 1

(Sl =E]

s MyPlate - Food Diary ~ B Ianila x I WillamRice.com Mai - ~ X Facebook X] M Discussion Board
« C' | 8 hitps://www .coursesites com/webapps/discussionboard,/do/conference?toggle_mode=editdaction=list ¥ & & H A
D mybusinessstory,, S DesigriTek Modul.,, @ + disboard  oF Access cPamelw..,  © Fieldston Softwar.., B3 Privacy Settings (@ Coursesites by Bl Hid

Oceans (Demo for Blackboard Essentials Book)  Discussion Board

Elooen

% Discussion Board

# Introduction to »
the Oceans
(Demuo for Forums are made up of individual discussion threads that can be organized around a particular subject. Create Farums to organize

Blackboard discussions. More Help
I

% Delete
S Total |Unread | Total
I Eorum Cescption: Posts |Posts | Participants
% Control Panel ™ Open In this forum, you can ask the teacher any question about course content. Don't be shy, a 0 a
GIEA usually there are several students with the same guestion. Remember, there are no dumb
¥ Cantent Collection » guestions!
¥ Course Tools - Your Ag part of the Water Inventory activity, vou are required to participate in this farum. The a 0 a
% Evaluation » Water teacher will post thought questions (each gquestion will be a new thread). You will be notified
Invento that a gquestion has been posted, and then you will postyour responses.
¥ Grade Center # Your response(s) to each question will be graded.
¥ Users and Groups
i > Delete
¥ Customization » |
¥ Packages and Utilities » Displaying 110 2 of 2 items Show All | Edit Paging. ..

¥ Help

Q @ i
< 5
¢ ¢ é

| |

The instructor can add links to the individual forums throughout the course. As a
result, the student has two ways to get to the forum that (s)he is looking for. The
student can go to the Discussion Board page and click on Forum, or the student
can use a direct link to the forum, which was created by the instructor.

Blackboard offers similar functionalities for blogs and wikis. It collects them all on
a Blogs or Wikis page, and also enables the instructor to add a link to an individual
blog or wiki throughout the course.

[o]



The Blackboard Experience

Gradebook

The My Grades tool enables students to see their own, personal Gradebook. In this
course, in the What's New block, you can see that the instructor has recently graded
two of the students' activities:

What's New

Edit Notification Settings Actions

Blogs
Content
Discussion Board

Gradebooq

Where did you waste water today?

Do you know the oceans?

The instructor can also add a link from the student's Gradebook page to the course's
main menu:

Introduction to the Oceans
(Demo for Blackboard
Essentials Book)

Homepage

Introduction to the Oceans
Course Discussions

Our Course Calendar
Course Policies

Open Q&A

Wikis

Blogs

Groups

Tasks

CourseSites Live

i Gradeboo@

[10]



Chapter 1

When the student views his or her Gradebook menu, the student sees all activities

that the instructor has designated as "graded":

My Grades

Nhere did you waste water today Alignments

Alignments

Alignments

Alignments

Do you know the oceans? Alignments

Alignments
Alignments

est Average

lcon Legend

Alignments

May 21, 2012

Jun 6, 2012

May 12, 2012

Jan 2,
2012 12:13 g‘”?g ékfw
PM -
May 1.

May 1. 2012
2012204
e 2:04 PM
May 1,
2012221 ay 12012
PM :

1.00M1

oe

10.00/30

-5
-10

10.00/30

11.00/31

11.00/31

-5

Nice comment. It
brings up the issue
of whether things
that truly bring us
pleasure are a
"waste," and where
the line between
justified and
indulgent is.

Notice the first graded item, Where did you waste water today?. This item is a thread
in the forum called Your Water Inventory. Blackboard enables you to grade forum
postings, blog entries, and wikis. You can use these social tools in your course, and
make them part of the grade. When the instructor graded this item, the instructor left
a comment, which you can see in the right column of the preceding screenshot.

[11]



The Blackboard Experience

Note the Due Date column for the assignment, Take an Inventory of Your Water
Usage. This Due Date appears on the course's home page, as shown previously in
the screenshot of the course home page. The exclamation point in the green box, on
this item's line, indicates that the student has finished the assignment and it is ready
to be graded. In Chapter 11, Grading Students, you will see how to locate only those
items that are ready to be graded.

Content Page

Let's move away from the course's home page. The next page we will look at is a
Content Page. In Blackboard, a Content Page can hold course content such as PDF
files, links to web pages, links to other course pages, and multimedia. It can hold
assessments, such as tests and assignments. It can also hold links to activities such
as blogs, wikis, and forumes.

Our example Content Page, Introduction to the Oceans, would be the equivalent
of a chapter in a course:

Introduction to the Oceans
Build Content + Assessments Tools Publisher Content «

Physical Properties of Water
Enabled: Statistics Tracking

The oceans are made almost entirely of-you guessed it—waterl Before we learn about life in the oceans, let's explore|
this substance in more detail. You might think that you know water, but in this module, we will discover surprising facts|
and phenomena about this common but fascinating substance.

Water Walks
Enabled: Statistics Tracking

Within walking distance of our school, we have a beach, a saltwater marsh. and an aquarium. Your assignment is fo visit each of
these for a total of five visits, and write a blog entry for each visit. Your entry must be at least 100 words. Extra credit for leaving
comments in other student's blogs

Discuss Your Water Inventory

As part of the Water Inventory activity, you are required to participate in this forum. The teacher will post thought
questions (each question will be a new thread). You will be notified that a question has been posted, and then you will
post your responses. Your response(s) to each question will be graded

Ocean Salinity
Attached Files: [§ Ocean Salinity rif (38.271 KB)
A brief discussion of ocean salinity. How salty? Where does the salt come from? Is it the same for every ocean?

Video: Drifters of the Deep

Our Beach

This Wiki is devoted to describing the beach in front of our school. We'll catalog the plants and animals that we find
there, add pictures of the beach throughout the seasons, measure erosion and buildup, and other information about
this precious local resource.

E0 B F @

Take an Inventory of Your Water Usage

(@

Attached Files: [§ Water Inventory Assignment rif (66.63 KB)
Download the form for this assignment. Use it to record approximately how much water you use at home each day. D
this for four consecutive days, then upload the form back into this assignment

Video: Drifters of the Deep (same window)

©

[@ Do you know the oceans?
L After working through the material on the Introduction to the Oceans page, test your knowledge with this basic quiz.

¥ Review Test
& Availability: Item is not available.
This test contains a few questions about each unit in our Earth Sciences class.
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Chapter 1

Each of the items on this Content Page demonstrate one of Blackboard's abilities.
Let's look at them, one at a time.

Our first item on the page is the Learning Module. It's like another Content Page.
You can use Learning Modules to organize your course into units:

Introduction to the Oceans

Build Content « Assessments Tools ~ Publisher Content «

Physical Properties of Water
Enabled: Statistics Tracking

The oceans are made almost entirely of—you guessed it—waterl Before we learn about life in the oceans, let's explore
this substance in more detail. You might think that you know water, but in this module, we will discover surprising facts
and phenomena about this common but fascinating substance.

You will learn more about Learning Modules in Chapter 2, Organizing a Course with
Pages and Learning Modules. Next, we see a link to one of the blogs in the course
followed by a link to one of the discussion forums:

®

oy

Water Walks
Enabled: Statistics Tracking

Within walking distance of our school, we have a beach, a saltwater marsh, and an aquarium. Your assignment is to visit each of
these for a total of five visits, and write a blog entry for each visit. Your entry must be at least 100 words. Extra credit for leaving
comments in other student's blogs.

Discuss Your Water Inventory

As part of the Water Inventory activity, you are required to participate in this forum. The teacher will post thought
questions (each question will be a new thread). You will be notified that a question has been posted, and then you will
post your responses. Your response(s) to each question will be graded.

Ocean Salinity
Attached Files: [j Ocean Salinity.rif (38.271 KB)

A brief discussion of ocean salinity. How salty? Where does the salt come from? Is it the same for every ocean?

You will learn more about blogs in Chapter 5, Blogs and Wikis, and about forums in
Chapter 4, Discussion Boards. Next, we see two links to files that were uploaded into
the course. One is an RTF file, and the other is a video. Note that both of these are
files that are now stored inside the Blackboard system, not links to files that are
elsewhere on the web:

M
0

Ocean Salinity
Attached Files: [j Ocean Salinity.rtf (38.271 KB)
A brief discussion of ocean salinity. How salty? Where does the salt come from? Is it the same for every ocean?

Video: Drifters of the Deep
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The Blackboard Experience

You will learn about adding files to a course in Chapter 3, Adding Static Material to a
Course. The next item on this Content Page is a link to a wiki in the course:

Ty Qur Beach
This Wiki 1s devoted to describing the beach in front of our school. We'll catalog the plants and animals that we find
there, add pictures of the beach throughout the seasons, measure erosion and buildup, and other information about
this precious local resource.

We cover wikis in Chapter 5, Blogs and Wikis. Next is a link to an assignment. Note
that this assignment includes a file. Students download the file, modify it, and then
upload it into the assignment for grading:

U Take an Inventory of Your Water Usage

Attached Files: [ Water Inventory Assignment.rif (66.63 KB)
Download the form for this assignment. Use it to record approximately how much water you use at home each day Dq
this for four consecutive days, then upload the form back into this assignment

We cover assignments in Chapter 6, Assignments. Next, we see a link to a video:

Video: Drifters of the Deep (same window)

This video is hosted on another site. We have embedded the video on a page in our
Blackboard course. This is one of the techniques covered in Chapter 3, Adding Static
Material to a Course. Lastly, we see two tests:

5 § Do you know the oceans?

A After working through the material on the Introduction to the Oceans page, test your knowledge with this basic quiz.
s Review Test

FoL| Availability: ltem is not available.

This test contains a few questions about each unit in our Earth Sciences class.

You will learn how to create tests in Chapter 7, Testing Students. The first test is a
practice test. It won't count toward the students' final grade. You will learn how to
include and exclude items from a calculated grade in Chapter 11, Grading Students.

As stated before, the first item on this Content Page is the Learning Module. Let's
look at the Physical Properties of Water learning module in more detail.

Learning Module

In the following screenshot, the student has clicked into the Learning Module.
(S)he is viewing a web page that was created and displayed entirely in Blackboard:

[14]
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ns » Physical Properties of Water » Chemical Properties of Water

Table of Contents

Chemical Properties of Water

Page 1 of 6
£51.|Chemical Properties of Water o TR GE E
[® 2. Why does a sfone sink in water?
[ 3. Awater molecule Chemical Properties of Water
[® 4. What is a Wave
[® 5. Welcome to Oceans
[® 6. Groundwater Use and Overuse

oS

(4

%
=

&
X
S

4

H ydr OQ'#

A water molecule is made of twe hydregen and ene cxygen atom. Image courtesy of Wikimedia.

‘Water is composed of two hydrogen atoms and one oxygen atom.
Because of this arrangement, water is a polar melecule - one end has a
slight negative charge and the other a slight positive charge. This attribute
creates an attraction between water molecules, called ahydrogen bond.

Notice Table of Contents for the Learning Module, on the left-hand side of the
previous screenshot. This gives the module a level of organization that was missing
from our content page.

Also, notice the student viewing the first item in this learning module. The link for
the second item has become available. The links for three items and beyond are
greyed out, because they are unavailable. In the Learning Module, you can also force
the student to view the material in order. This gives the Learning Module a structure
that is missing from a simple Content Page.

In general, if you can add it to a Content Page, you can add it to a Learning Module.

The Learning Module gives you another level of organization, a table of contents, and
the ability to enforce a viewing order for the material. This makes it a good choice for
the course material that must be highly structured and learned in a specific sequence.

[15]




The Blackboard Experience

Blog

In the following screenshot, a student is viewing another student's blog;:

Water Walks
¥ About this Blog
Instructions Type: Individual Blog
Author: Sally Student
Within walking distance of our school, we have a beach, a saltwater marsh, and an Eniries: 1 1 New

aquarium. Your assignment is to visit each of these for a total of five visits, and write
a blog entry for each visit. Your entry must be at least 100 words. Exira credit for
leaving comments in other student's blogs.

Comments: 0 New

More Blogs

Sally Student (1) & @
Sammy Student (1) 4
E Beach Walk New Suzy Student (0)
Posted by Sally Student at Monday, January g, 2012 4:26:57 PM EST

* Index
On the way home from school foday | took the long way and walked on the beach for E January 2012(1)
about four blocks. | think it was low tide because there was a lot of seaweed on the Beach Walk % @

beach and the water was pretty far away from the lifeguard stands. The beach in
winter doesn't have any smell really. Just a little saity smell. There are some grasses
growing on the dunes and | wonder if they drink salt water? Does the ocean water ever % Indicates New Entries

2
reach those grasses”? @ Indicates New Comments

¥ Comments: 2 New Comment

Notice how Blackboard displays links to other students' blogs. Each student has been
given a Water Walks blog. The students could also have other blogs in this course,
but we are not seeing the links to those blogs here. This is because we are "inside"

the Water Walks blog. If we wanted to see all of the blogs available to us, we would
select the Blogs page from the course's main menu. The Blogs page lists all of the
blogs available in this course:

Blogs
¥ Introduction to the Oceans Blogs are an open communications tool for Students to share their thoughis.
(Demo for Blackboard More Help

Essentials Bock)

Homepage
Create Blog
Introduction to the Oceans

Course Discussions Display Blogs |A|\ Blogs ﬂ

Qur Course Calendar

Course Policies
Delete Availability

Open Q&A
[T Name Type Last Modified Date
Wikis
1 Blogs [  Coursewide Blog Course 14512 1:59 PM
Groups [ Sandwalkers Group 3/30/12 950 AM
Tasks
[ Water Walks Individual 1/13/12 951 AM

CourseSites Live

Delete Availability

Displaying 1 to 3 of 3
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Forum
On the first Content Page of the course, we have a link called Discuss Your
Water Inventory:

Discuss Your Water Inventory
As part of the Water Inventory activity, you are required to participate in this forum. The teacher will post thought

questions (each question will be a new thread). You will be notified that a question has been posted, and then you will
post your responses. Your response(s) to each question will be graded

This link takes the student directly to a forum:

Forum: Your Water Inventory

Organize Forum Threads on thiz page and apply settings to several or all threads. Threads are listed in a tabular format.
The Threads can be sorted by clicking the column title or the caret at the top of each column. More Help

Create Thread Subscribe Search Display +

| Thread Actions Collect Delete

Mark as Read Unread Total

o Author Status Grade
Mark as Unread Posts Posis
[l Set Flag saste water  William Published o 6 Grade
Clear Flag Rice Thread
Publish
tlete
Hide
Make Unavailable Displaying 1 to 1 of 1 items Edit Paging...
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The student could also have arrived at this forum by selecting Course Discussions
from the course's main menu. This would display a page listing all of the forums in
the course, including the one in the following screenshot:

- cuesi
Discussion Board

Introduction to the Oceans Forums are made up of individual discussion threads that can be organized around (

o ogEacktoard to organize discussions. More Help
Essentials Book) DEOTE LY

Homepage
Introduction to the Oceans

Course D\scussio@

Delete

Our Course Calendar
Course Policies [[1 Forum
Open Q&A

08 Open Q&A In this forum, you can ask the teacher any question about
Wikis course content. Don't be shy; usually there are several stuc
BI with the same guestion. Remember, there are no dumb

20S questions!

Groups

[ Your Water As part of the Water Inventory activity, you are required to
Tasks Inventory participate in this forum. The teacher will post thought

questions (each question will be a new thread). You will be

CourseSites Live notified that a question has been posted, and then you will

VOUTI TeSNoNses

There are several times when Blackboard gives us several options to navigate
to an activity. The instructor can create links to specific Forums, Blogs, Wikis,
Assignments, and other activities. The instructor can also create pages where
all of the occurrences of a type of activity are displayed in one place.

Uploaded files

Further down the page, we see a link to a file that was uploaded into the course.
This file is called Ocean Salinity.rtf:

B Ocean Salinity

Attached Files: [§ Ocean Salinity.rif (38.271 KB)

A brief discussion of ocean salinity. How salty? Wher

B Video: Drifters of the Deep

D{H:l Qur Beach

Open voted to describing the beach in front
~ pictures of the beach throughout the §
Aways open fies of this type ut this precious local resource.
B |
A Cancel

“ ocean Salinity. rtf
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Blackboard is in the process of storing this file. However, Blackboard doesn't have
an editor or special player for RTF files, that is, it doesn't know what to do with
an RTF file. So when the student clicks on this file, Blackboard will not attempt

to open it. Instead, the student's browser will "decide" what to do with the file.
Depending upon the settings in the student's browser, the file might open in the
student's browser, or the browser will ask the student whether to open or save the
file, or the file might open in the student's word processor. When you serve a file
to the student, you don't have complete control over how that student's computer
will handle the file.

Video

Below the link to the RTF file is a link to a video file, Drifters of the Deep. This is
a web page created in Blackboard, with the video embedded on the page; that is,
the page is on Blackboard, but the video is on a different hosting service, such as
YouTube or Vimeo:

Video: Drifters of the Deep

Jellyfish and other creatures who depend mostly on the ocean currents for movement. Shot at the Monterrey Bay
Aguarium

Drifters of the deep

from Eugenia Loli
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Compare how the embedded video is displayed above, to the one in the
following screenshot:

[+ CourseSites: Suzy Student rocour suaze | [

My CourseSites Intro_to_Oceans_Demol3 Resources

Introduction to the Oceans » Video: Drifters of the Deep (same window)

of the deep

In this example, we uploaded the video file into Blackboard. The file is no longer
being stored and played on an external site. Blackboard is using its built-in media
player to display and play the file. In Chapter 3, Adding Static Course Material, you will
see how to add a video by embedding it on a page and uploading it into your course.
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Wiki

In the following screenshot, the student is viewing a wiki:

Our Beach

Creale Wiki Page

¥ About This Wiki
Instructions Mumber of Wiki Pages: 1

Mumber of Comments: 0
This Wiki is devoted to describing the beach in front of our school. We'll catalog the o Creation Date: 1/19/12 223
plants and animals that we find there, add pictures of the beach throughout the
seasons, measure erosion and buildup, and other information about this precious

local resource. ¥ Our Beach

{#» Photos of Qur Beach in

i 7 Winter £
Photos of Our Beach in Winter Edit Wiki Gontent :

Created By Sammy Student on Thursday, January 19, 2012
g:21:20 PMEST

¥ Comments: 0 Comment

Just like a course can have several blogs and forums, a course can have several wikis.
And just like the forums are collected on the Discussion Board page, the wikis are
collected on the Wiki page.

The buttons that are displayed on this Wiki page indicate that the student can edit
the content and leave comments. You can control whether the students can edit and
comment on a wiki. You'll learn more about them in Chapter 5, Blogs and Wikis.
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Assignment

In the following screenshot, the student is viewing an assignment:

Review Submission History
0K Start New Submission
MName: Take an Inventory of Your Water Usage
Instructions Download the form for this assignment. Use it to record approximately how much water you use
at home each day. Do this for four consecutive days, then upload the form back into this
assignment
Due Date May 21, 2012 5:00:00 PM EDT
Points Possible 8
Student Name Suzy Student
Assignment Files Water Inventory Assignment.rif (Water Inventory Assignment. rif)
Submission ( May 1, 2012 2:04:31 PM EDT)
Submission Materials
Submission Field :
Student Comments -
Attached Files : Water Inventory Assignment Suzy Student.rf
Instructor Feedback
Grade - Needs Grading
Click OK to go back. Click Start New Submission to start new submission.
QK Start New Submission

Notice that the student has already uploaded her answers to this assignment.
You can see that under Review Submission History. However, the Start New
Submission button enables her to submit another version of her work. You can
control whether students get multiple attempts at an assignment. The number
of attempts allowed is one of the features we'll cover in Chapter 6, Assignments.
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Test

In the following screenshot, the student is viewing a test:

Take Test: Do you know the oceans?

Description After working through the material on the Introduction to the Oceans page, test your knowledge with
this basic quiz.
Instructions

Multiple Not allowed. This Test can only be taken once.
Attempts

Force This Test can be saved and resumed later.
Completion

Question Completion Status

Save All Answers Save and Submi

Question 1 10 points  Save Answer
A

Where is most of the Earth's water stored?
© In the ocean.

“ In the Arctic and Antarctic ice caps.

© In the air, as clouds and airborne humidity.
“ Underground.

Question 2 10 points  Save Answer
<

An is an underground layer of permeable rock, from which groundwater can be
easily extracted using a well.

—

Notice the notes at the top of the page, for Multiple Attempts and Force Completion.
These are settings that the instructor can control. In this example, the test counts
towards the student's grade, so the instructor allows only one attempt. If this were a
practice test, the instructor could allow unlimited attempts and exclude the test from
the gradebook. You will learn more about this in Chapter 7, Tests.
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Groups

In the following screenshot, the student is viewing the Groups page. Note that
there are two groups displayed — Field Trip to Aquarium and Sandwalkers.

Groups

Create Group

Field Trip to Aquarium

To sign up for the field trip to the aguarium, join this group.

Date and Time: January 3, 2013. We will leave the school at 8:30am sharp and return to school by 2:30pm.
Cost: no charge.

Return the permission to your teacher.

Sandwalkers

The members of this group will complete assignments that focus on life on the beach, above the surf line.

The instructor made a student a member of Sandwalkers. This student has the
option to enroll herself in the Field Trip group as well.

Every group automatically gets its own course tools; for example, the Sandwalkers
group has its own blog;:

Sandwalkers

* Introduction to the
Oceans (Demo for
Blackboard Essentials Creaie Blog Enbiy
Book)

Homepage

Introduction to the Oceans

Course Discussions # Are the crabs molting? New

e e ear Posted by Sally Student at Friday, March 30, 2012 g:50:22 AM EDT

Course Policies | found this crab shell on the beach today. It looks intact and in good shape. So | think
maybe it wasn't from a crab that died or got eaten. Are the crabs molting right now?
Open Q3A Attached Files:
crab shell jpg(4459.7kb)
Wikis
Blogs
Groups » Comments: 0 e
Tasks

CourseSites Live

¥ My Groups
¥ Sandwalkers
File Exchange
Group Blog
Group Discussion Board
Group Journal
Group Tasks
Group Wiki
Send Email
Group Homepage
Customize Group Banner
Customize Group Color

[24]



Chapter 1

In some cases, group activities are visible to everyone in the course. In other cases,
group activities are visible only to members of the specified group. You will learn
about these settings in Chapter 8, Working with Groups.

A group activity, like the blog shown previously, can be graded. When you give
a grade for a group activity, everyone in the specified group gets the same grade.

Summary

In this chapter, we toured the demonstration course that we will create in this
book. The course uses Blackboard's core features. There are many other features
and settings available to you. The ones discussed in this chapter will enable you
to create an effective, engaging course.

Now, let's get started with building our course.

[25]






Organizing a Course with
Pages and Learning Modules

Blackboard enables you to add different types of pages to a course. Each type of page
adds different kinds of functionality to your course. This chapter shows you how to
add, remove, and rearrange pages. You will see how to organize course material into
Learning Modules. In the next chapter, you will populate the Pages and Learning
Modules with static course material.

In this chapter, you will be learning how to do the following;:

e Adding Content Areas to hold and organize course content
¢ Adding a Blank Page tool, which can hold any content, or links that you want

e Understanding the difference between a Blank Page and a Content Page, and
when to use each

e Creating a sequential path for the student to work through, using
a Learning Module

e Adding links to useful tools, such as the course glossary, calendar,
or messages

Adding Content Areas to hold and
organize course content

In Blackboard, Content Area is intended to be used like a topic or chapter. Of course,
you can have as many or as few Content Areas as you want in a course. You can
even build a course without using the Content Area tool. In our demonstration,

we will use the Content Area tool in the most common way, that is, to organize

our course into topics, with one topic per Content Area.



Organizing a Course with Pages and Learning Modules

What is Content Area?

In Blackboard, Content Area is a special kind of course page. Adding Content Area
adds a link to the Course Menu. In a Content Area, you can add many kinds of
course material, activities, and tools.

Usually, we add a Content Area for each topic or chapter in a course. Use a Content
Area when you want to add different kinds of resources and activities to a topic,
such as links, graphics, videos, tests, assignments, surveys, and more.

How to add a Content Area

In this chapter, we will cover how to add a Content Area. In other chapters, we will
cover how to add items to a Content Area.

To add a Content Area, perform the following steps:

1. Inthe upper-right corner of the page, ensure that Edit Mode is: is set to ON:

Edit Mode is:  ON B

2. From Course Menu, select Create Content Area:

|—| O g N
Create Content Area

» Create Blank Page

» Create Tool Link

» Create Course Link

» Create External Link

> Create Module Page

» Create Subheader
Create Divider

~ Content Collection >

Irtro_to_Oceans_Demao
All Courses Content
All Organizations Content
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3. Blackboard will prompt you to name the Content Area. The Name: field that
you enter here will be displayed as a link in the Course Menu, and in a tab
across the top of the course window:

Blooen —

Add Content Area

< Marme: E

|F'h\,rsical FPropeties 0fOce|

[ Available to Users |

Cancel
0

Tontral ool = — |

4. If you select Available to Users, students in this course will be able to see
the Content Area. If you do not make it available, it will be hidden from
the students, and the link and tab for this Content Area will not appear.

Hide Content Areas to keep them in reserve, just in case

course until you need them. Extra-credit activities, assignments
that you might not have time for, and additional explanations
that you might need are all things that you can keep in reserve.

J'Q You can create Content Areas and keep them hidden in your

5. Click on the Submit button. The Content Area will be added to your course.
A link to the Content Area will also be added to the Course Menu:

Drﬁn

# Introduction to »
the Oceans
{Demo for
Blackbhoard

¢ Essentials Book)
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What's next?

You can add many types of content to a Content Area. In later chapters, we will
cover adding images, audio, video, files for download, discussion boards, wikis,
blogs, assignments, and tests. These items will be added using the tabbed menus
at the top of the Content Area:

My CourseSites | Introduction to the Oceans (Demo for Blackboard Essentials Book) % | Rescurces

Introduction to the Oceans (Dema for Blackboard Essentials Book)  Physical Properties of OceansChoose a theme: Edit Moce i=: | oN [
= Boen
[ " Physical Properties of Oceans
| # Introduction to »
L the Oceans
{Demo for Build Content 3 [/ Create Ass t ¥ | Add Interactive Tool % | Assign Texthook ¥
Blackboard uild Content % reate Assessment ¥ dd Interactive Tool ¥ ign Texthook ¥
Essentials Book) Create Hew Page Mashups
ltem Content Folder Flickr Phaota
File Blank Page SlideShare Presentation
MeGrawe-Hill Corntent Module Page YouTube VYideo
e Parel < SoftChalk Scorecenter Tools Area Scholar Strearm
ontrol Pane et Scholar Bookmark
# Content Collecti » .
ontent Collection Audio MBC Content
Intro_ta_O D
e Image Wirnba Vaice Authoting
All Courses Cortent
All Organizations Contert WEEw
URL

¥ Gourse Tools )
Learning hodule
¥ Evaluation »

Lesson Plan
¥ Grade Center » Syllabus
¥ Users and Groups CEEe Lk
¥ Customization e Content Package (SCORM)
# Packaoes and Ulilities  »
* Help

s . . .
~ "Adding material" is covered in Chapters 3 through 6
of this book.

Adding a Blank Page tool, which can
hold any content or links that you want

The Blank Page tool enables you to create a Blank Page. You can add a Blank Page
to your course, or to the Content Area. When you add a Blank Page to your course,
a link to the page is added to the Course Menu. When you add a Blank Page to the
Content Area, a link to the page is added to the Content Area.

What is a Blank Page?

In Blackboard, a Blank Page is a simple web page. You can add text, graphics, and
HTML code to the page. You can also attach an item to the page.
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When you want to add a page of information, and you want that information
to stand by itself, a Blank Page is a good solution. Let's look at some situations
where you might consider using a Blank Page.

For one of the topics, your class is taking a field trip. Under that topic's Content
Area, you might add a Blank Page. On this Blank Page, you can add information
about the trip, and embed a Google map.

The class has a strict code of conduct and standards, for completing work and
turning it in on time. Under the main Course Menu, you might create a Blank Page
of course policies. This page will always be available from the main Course Menu.

You want to create a transition from one topic to the next. Each topic is a Content Area
in your course. In between the Content Areas, you can insert a Blank Page. On this
page, you can put information that will help the student transition between topics.

When you create a Blank Page, consider where it will best fit into your course. If the
page is as important as a topic or chapter, then add it to the Course Menu. If it's part
of a topic or chapter, then add it to the Content Area for that topic.

How to add a Blank Page

Let's look at adding a Blank Page to the Course Menu, and to Content Area.

Adding a Blank Page to your course
1. In the upper-right corner of the page, ensure that Edit Mode is set to ON.

2. From the Course Menu, select Create Blank Page:

ﬁm g N

Create Content Area

Create Blank Page
Create Toal Link {r-?
Create Course Link
Create Extarnal Link
Create Module Page
Create Subheader
Create Divider

Fourse Tools

Ewaluation

Grade Center

Users and Groups
Customization
FPackages and LHilities

Help
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3. Blackboard will prompt you to name the Blank Page. The Name: field that
you enter here will be displayed as a link in the Course Menu, and in a tab
at the top of the course window:

BEERE —
Add Blank Page
Je Mame: .
[Course Folicies g
[~ Available to Users |
Cancel | Submit
r
4

# Control Panel

# Content Collection »
# Course Tools

# Evaluation

¥ Grade Center

¥ Users and Groups

# Customization

¥

# Packages and Utilities

¥ Help

4. If you select Available to Users, students in this course will be able to see
the Blank Page tool. If you do not make it available, it will be hidden from
the students, and the link and tab for this page will not appear.

5. Click on the Submit button. The Blank Page tool will be added to your course:

Introduction to the Oceans (Demo for Blackboard Essentials Book) x | Resources

EBlooen

# Introduction to » B * |COUI’SE Policies | . 2| Black
the Oceans
(Demo for
Blackboard Alignrments

Essentials Book)

Indicat ired field.
 Indicates a required fie m Dalsiacas
1. Content
Content
< o Test Editor is: [JELM |
- = ==|pBm =
=] (B 7um|=<|===BE
# Control Panel w | | zx ‘ |ELD|

¥ Content Collection »
¥ Course Tools

¥ Evaluation »
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. But the page is blank! Now what?
\Y

Ny As you can see from the preceding screenshot, this really is a
Blank Page. At some point, you will want to add material to
the page. Keep reading for instructions.

Adding a Blank Page to the Content Area

1. In the upper-right corner of the page, ensure that Edit Mode is set to ON.

2. From the Course Menu, select the Content Area to which you want to

add the Blank Page:
Doe N
# Introduction to #
the Oceans
{Demo for
Blackboard

¢ Essentials Book)

3. At the top of the Content Area, select the Build Content tab:

Introduction to the Oceans (Demo for Blackboard Essentials Book) | Physical Properties of OceangChoose a theme: [TTORIRNETTT] ;I

_ Drﬁ N

E? Physical Properties of Oceans

# Introduction to #
the Oceans
(Demo for . 2 o
Rlarkliagd Build CDntenth Create Assessment ¥ | Add Interactive Tool ¥ || Assign Texthook ¥
Essentials Book) Create Hew Page Mashups
Iterm Content Folder Flickr Photo
File Blank Page SlideShare Presentation
MeGrawe-Hill Content Module Page YouTube Yideo
Ac p : < SoftChalk ScoreCenter Tools Area Schalar Stream
i
ontrol Fane e nt Scholar Bookmark
# Content Collection » )
Audio MBC Content
Intro_ta_Cn [
ro_to_Oceans_Demo Image Wimba Vaice Autharing
All Courses Content .
All Organizations Content piden
URL

4. Under the New Page menu, select Create Blank Page.

5. Blackboard will prompt you to name the Blank Page. The name that you
enter here will be displayed as a link in the Content Area.
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6. If you select Available to Users, students on this course will be able to see
the Blank Page. If you do not make it available, it will be hidden from the
students, and the link for this Blank Page will not appear.

7. Click on the Submit button. The Blank Page will be added to your
Content Area.

. But the page is blank! Now what?
)

Ny As you can see from the preceding screenshot, this really is a
Blank Page. At some point, you will want to add material to
the page. Keep reading for instructions.

What's next?

After adding a Blank Page, you can add text, graphics, and media to that page,
just like you can to any other web page. Blackboard gives you a user-friendly
editor that you can use to compose the page. It is the subject of the next section.

Composing a page with the HTML editor

After you have added a Blank Page, you can use Blackboard's HTML editor to
compose that page. We won't cover every function of the editor. Instead, we
will cover just those functions that might not be obvious, or those that are
especially useful.

Blackboard's web page editor looks and behaves like most web-based editors that
you might have used:
1. In the upper-right corner of the page, ensure that Edit Mode is set to ON.

2. Select the Blank Page, either from the Course Menu or the Content Area
that holds the page.

[34]



Chapter 2

3. In the Content section, use the editor to write your text, as you would with

any basic word processor:

@ * |Course Policies | W ¥]| Brack

Alignments

% Indicates a reguired field.

Content
oren Test Editor is: LW |
Sl B fuwe |~ < | E=SE|B

cEES BE B E

In-class Exams and Final Exam Attendance

Students are responsible for making sure, at the beginning of the quarter, that they can
attend exams as scheduled. Students are expected to arrive on time for all examinations.

Students may request an incomplete after the drop deadline (drop deadlines are available
on the Academic Calendar). Incompletes are granted only when there is a serious and
unavoidable situation that the student cannot remedy without an incomplete.|

4. To insert multimedia into the page, use the Insert icons. Move the mouse
pointer over each icon to see what kind of multimedia it applies to:

‘B ED R BB
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5. Toinsert HTML code into the page, such as the code that you would
copy from YouTube, click on the HTML button:

~[oma ] ] [wa ] (B 7 U] 7 a8l

B o o o @Djé@mtfze%w
‘EED RO PR

A| You are in HTML Source mode. Use the [ <] button to switch back to normal mode,

<h2>»In-class Exams and Final Exam Attendance</hZ>S3tudents are responsible for
making sure, at the beginning of the guarter, that they can attend exsms as
scheduled. 3tudents are expected to arrive on time for all exsminations.
<hZ>Incompletes</h2r<div:3tudents may request an incomplete after the drop
deadline (drop deadlines are availasble on the Academic Calendar). Incompletes
are granted only when there is a serious and unavoidable situation that the
student cannot remedy without an incomplete.</divs<hi>Submitting Late Work</h2:>
<div>Course work (papers, exams, assigmments, or other work) submitted after
the stated deadline will not receive full course credit. Jtudents should refer
to specific instructor policies for how much late work iz penalized.</dive
<hZ»Errors in Grading</hi><div:>Errors in grading must be adjudicated by the
instructor. If you kbeliewve that your work has been incorrectly graded (e.g.
points were added up incorrectly), wou must contact the instructor in writing
and clearly state the error you believe has occurred. The instructor of the
course will always determine the final grade. Grade change reguests after the
end of the terw are further limited by the University’s policies (refer to the
Stanford Bulletin or the Registrar’s webpage) .</div:>

When you finish adding the HTML code, you can click on the HTML
button again to return to the normal editing mode.

6. Inthe Attachments section, you can attach a file to this page. Note that
you are attaching, not embedding the file.

7. In the Options section, you can make this page available or unavailable.
You can also set the time for this page to display.

8. (Clicking on the Submit button saves the page.

What's next?

Your Blank Page is no longer blank. It is now a page full of content in your course.
But remember, in online learning, you can almost always change the content when
you need it. It's your page. Update it as you wish.
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Creating a sequential path for the student
to work through, using a Learning
Module

A Learning Module must be added to a Content Area. Similar to a Content Area, it
can hold many kinds of content — static material such as web pages, links, and media;
active material such as tests; and social material such as wikis and forums.

You can think of a Learning Module as a Content Area inside a Content Area.

A Learning Module can require the student to complete its material in a sequential
order. This is one of the features that we will see in this section.

When to use a learning path

If you have a Content Area that has a lot of material, you can use Learning Modules
to organize the Content Area into smaller sections. For example, in our course about
the world's oceans, we could have a Content Area for The Five Oceans. Then, within
that Content Area, we could create a Learning Module for each of the five oceans.

If your course is very long, consider using Learning Modules to organize the course.
Also, use a Learning Module when you need to enforce a sequence in the course.

How to add a learning path

We will demonstrate how to add a Learning Module to the Content Area called
Introduction to the Oceans.

Adding a Learning Module to a Content Area
1. In the upper-right corner of the page, ensure that Edit Mode is set to ON.

2. From the Course Menu, select the Content Area to which you want to add
the Blank Page.

3. At the top of the Content Area, select the Build Content tab.
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4. Under the Create menu, select Learning Module:

E Introduction to the Gceans

Build Content ¥ | Create Assessment 3% | Add Interactive Tool ¥ | Assign Texthook ¥

Create Hew Page Mashups

¥ Item » Content Folder » Flickr Phota

> File » Blank Page » SlideEhare Presentation

» MeGraw-Hill Content » Module Page > YouTube Video

» SoftChalk ScoreCenter > Tools Area » Scholar Stream
Content » Sehalar Bookmark

> Audio > MBC Content

> Image = Wimba voice Autharing

»Wideo

» URL

s Learning Module

» Leszon Plan {?

» Syllabus

» Course Link

» Content Package (SCORM)

5. The Create Learning Module page is displayed. This page has five sections:
° Learning Module Information

°  Availability

View

° Table of Contents

°  Submit

Let's look at each of these sections.
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6. Inthe Learning Module Information section, enter the Name field for
the module, and also a description. In the Availability section, you can
determine if the user can see the module yet. You can hide it, show it, or
set a date for it to be visible:

| ] B
D Eﬁ Create Learning Module

# Introduction to »
the Oceans
{Demo for A Learning Madule is a collection of Content lems focused on a specific subject that students can navigate at their
Blackboard oweh pace. For example, a Learning Module about the solar system can include lecture notes, links to wehsites with
Essentials Book) pictures of all the planets, and assignments. Instructors can create a structured path far progressing through the

iterms. The path can be set so that students must view content sequentially, or setto permit users to view the content
In any order. Maore Help

Infroduction to the
n

Course Policies

& Indicates a required field.
# Control Panel
¥ Content Collection » 1. Learning Module Information

¥ Course Tools % MName [Physical Properties of Water |
# Evaluation
¥ Grade Center ColorogName W : Biack

¥ Users and Groups
P Tesxt

¥ Customization » Text Editor is: m

¥ Help [ =%

cE AR e v QEAJAES (IO OOW
CEBEL B B
The oceans are made almost entirely of--you guessed it-water| Before we learn

about life inthe oceans, let's explore this substance in more detail. You might think
that you know water, but in this module, we will discover surprising facts and

ﬂ phenomena about this commaon but fascinating 5ub5tance.\
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2. Availability

Permit Users toView @& Yes ¢ Mo
this Content

Select Date and Time [ Display Afer & a3
Restrictions | | | | =)

Enter dates as mmiddieyyy. Time may be entered in any increment.

[ Display Until | | | | =]
Enter dates as mmiddiyeyyy. Time may be entered in any increment.

3. Yiew

SelectYes to force users to progress through the content in the order that is set by the number next to each
Content ltern. Users are unahle to advance to a page within the Learning Unitwithout viewing the previous
page.

Enforce Sequential @& Yes ¢ MNo
viewing of the
Learning Module?

Open in Mew \Window ¢ Yes ¢ No

Track Mumber of o Yes ¢ Mo
Wiews

4. Table of Contents

SelectYes to show a structured view of the Learning Module. Users can choose to display the Table of
Contents on the hattom or on the side of the Learning Module.

Show Tahle of @ Tes ¢ Mo
Contents to Users

HerartyDlpe

] s

7. In the View section, you can force the student to view the items in the
module in order. This setting does not force the user to view the items for
a specific amount of time. So, the student could view a large document or
video for only one second, and then immediately move on to the next item.
You require students to view the items in order, but you cannot force them
to read or pay attention to the items.
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8. Also in the View section, you can make the module open in a new window,
and track the number of times the module was opened. Note that these
settings affect the module, not the items in the module. So when a student
clicks on the name of the module, the module launches in a new window.
But the items in that module do not open new windows unless you indicate
that for each item.

9. The Table of Contents section enables you to automatically create a table
of contents for the items in the module. In the following screenshot, notice
the table of contents on the left-hand side. Also, notice that each item in the
module is numbered:

Eoos

# Introduction to »
the Oceans
(Demo for
Blackboard
Essentials Book)

# Control Panel
¥ Content Collection »
¥ Course Tools
 Ewaluation »
¥ Grade Center »
# Users and Groups

Course Invitations

Groups

Users
# Gustomization »
¥ Packapes and Utilities  »
“ Help

Introduction to the Oceans (Demo for Blackboard Essentials Book)

It

Table of Contents

+-E511.|Chemical Properties of W}
B 2. vyhy does a stone sinkin
- 3. Awater molecule

Chemical Properties of Water

EE Chemical Properties of Water

Chemical Properties of Water

~ 4

Hydrog®

Auater molecule is made of two hydragen and one axygen atom. Image courtesy of Uikimedia

Water is composed of two hydrogen atoms and one oxygen atom. Because of this arrangement, water is a polar -
| »

< Page 1 ura

'
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What you see in the preceding screenshot, is the result of the settings shown
in the following screenshot:

2. Availability

Permit Users to Wiew & Yes ¢ Mo
this Content

Select Date and Time [ Display After = )
Restrictions | | | |

Enter dates as mmiddiyyyy . Time may be entered in any increment.

[ Display Until | NEI]

Enter dates as mmiddiyyyy . Time may be entered in any increment.

SelectYes to force users to progress through the content in the arder that is =et by the number next ta each
Content ltem. Users are unahle to advance to a page within the Learning Unit without viewing the previous

page.

Enforce Sequential @ Yes ¢ Mo
Wiewing of the
Learning Module?

Open in MewWindow ¢ Yes & MNo

Track Mumber of = Tes ¢ Mo
Wiews

4. Table of Contents

SelectYes to show a structured view of the Learning Module. Users can choose to display the Tahle of
Contents on the bottom or on the side ofthe Learning Module.

Show Table of & Yes ¢ Mo
Contents to Users

Hierarchy Display

[T somic

10. Finally, the Submit button saves your work and adds the Learning Module
to the Content Area.

What's next?

You can add many types of content to a Learning Module. In later chapters, we
will cover adding images, audio, video, files for download, discussion boards,
wikis, blogs, assignments, and tests. These items will be added using the tabbed
menus at the top of the screen, in the Learning Area:
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‘\l@ Adding material is covered in Chapters 3 through 6,

of this book.

About the Availability and View settings

Throughout this chapter, when adding items to a course, you have seen settings
for Availability and View:

2. Availability

Permit Users to View & Yes ¢ No
thiz Content

Select Date and Time [~ Display After =
Restrictions | | |

Ertet dates a5 mmiddisyyy. Time may be entered in any increment.

[~ Display Until| | |

Erter dates a5 mmiddiyyyyy. Time may be entered in any increment.

SelectYes to force users to progress through the content in the order that is set by the numhber next to each
Content ltern. Users are unable to advance to a page within the Learning Unit without viewing the previous
page.

Enforce Seguential & Yes ¢ Mo
Wiewing of the
Learning Module?

Openin Mew Window ¢ Yes & MNo

Track Mumher of & Yes ¢ Mo
iews

4. Table of Contents

SelectYes to show a structured view of the Learning Module. Users can choose to display the Table of
Contents on the hottorm ar on the side of the Learning Module.

Show Table of " Yes ¢ Mo
Contents to Users

HerarhyDipe

Cancel | LTl

For almost all items that you add to a course, you will see these settings.
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Permit Users to View this Content determines if students can see the item. Teachers
can always see the item.

Select Date and Time Restrictions makes the item visible to the students only
during the time that you enter. If you are going to reuse this course, you will need
to edit this time period every time you run the course again. Consider creating a
Blank Page, with its Availability set to No. Only teachers will be able to see that
Blank Page. Then, add reminders to the page about things the teacher must do
when copying and reusing the course.

Keeping students informed with Course
Tools

Blackboard has many tools that you can add to your course. On most Blackboard
systems, when you create a course, it's home page will have several tools
automatically added to it. Which tools are added, depends upon the version of
Blackboard you are using and your system's default settings.

What are Course Tools?

Course Tools are not learning or teaching materials. They are gadgets and functions
that enable you to keep your students informed, and help you and the students to
manage the course:
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Introduction to the Oceans (Demo for Blackboard Essentials Book) Homepage Choose atheme: BTN PBLLT] j Edit Maode is:
4 | Eloden
. Homepage .

Create Content Area

Create Blank Page

Cireeits el L Add Course Module Customize Page || 14

Create Course Link

Create External Link - .
Create Module Page My Announcements #*88 My Calendar *E28

Create Subheader No Course AnnoLncements have been posted in No calendar events have been posted for the next
the last 7 days T days

Create Divider

£ COI"ItI’Ol Panel ( mare announcements..

- Content Collection » B -

What's New =EE N ToDo L y=)x]

* Course Tools

Announcerrents Edit Motification Seftings Actions ¥ Edit Motification Settings

Blackboard Scholar®

Blogs + Content (2) % What's Past Due Actions «

Caontacts " "

Course Calendar Courses/Organizations (1) ¥ « All Items (0)

@ Sites Li

OursenilEs e What's Due Actions =

Discussion Board

Glossary Select Date: [11/08/2011 50

Journals

Messages Today (0)

Respondus LockDown h

[ Mathing Due Today

Rubrics Tomorrow (0}

Send Email -

SoftChalk - Synchronize This Week (0}

Caopied Content Future {0)

SoftChalk Publish with

ScoreCenter

Tasks Last Updated: November 8, 2011 3:32 PM Last Updated: Novermnber 8, 2011 3:32 PM

Tests, Surveys, and Pools

Text MNotifications | Alerts [Ld=] %] Needs Attention [L1=]x]

Wikis Q

i Actions «

< Evaluation » Edit MNotification Settings Edit Motification Settings

Notice in the preceding screenshot, that our demonstration course's Homepage

has the tools My Announcements, My Calendar, What's New, To Do, Alerts, and
Needs Attention. There are other tools that can be added to the course. Also, notice
that the user has selected Create Tool Link from the Course Menu. This is how we
add new tools to a course.
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Using Create Tool Link, you can add a tool to the Course Menu. In the following
screenshot, we are adding the link:

¥ EEEER —
Add Tool Link e
# Name:  |Our Course Calendar |
Type: Calendar j|
NBC Learn =
MNBC Learn Playlist
I Available to Wikis
CourseSites IM nouy
McGraw-Hill Higher Education f
CourseSites Live
sommrorrarre Scholar Course Home
. Content Collec Announcements
Glossa .
Course Tools fef:1LTiTE]d e
Announcements Email N Set
Elackboard Schola Roster
Blogs Tpols Area 2)
Cnlacis Discussion Board
Course Calendar | Sroups Jrgan
CourseSites Live Blackboard Help |
Discussion Board | Messages
Glossary Contacts
Journals My Grades
Messages Tasks hd
The result is shown in the following screenshot:
E‘ - Y View Day  ViewWeek | View Menth | View Year
inraductionto Course Calendar: View By Month
the Cceans
(Demo for
S | Create Course Event
Essentials Book) Create Course Event
Homepage
Introduction to the Ocean: November 2011
Course Policies Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Our Course Cal@ndar (%] 1 2 3 4 5
Control Panel
Content Collection
* Course Tools
Announcements 6 7 8 9 10 11 12
Blackboard Scholar®
Blogs
Contacts
Course Calendar
CourseSites Live
Discussion Board
Glossary 13 14 15 16 17 18 19

Journal
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This is the same course calendar that is on the course's home page. Why would we
give it a link in the Course Menu instead of just putting it on the home page? There
are two reasons: first, if the tool is especially important, you might want to have it at
both the home page and the Course Menu; second, if the tool requires a full screen to
see all the information, you might want to give the tool its own link so that it opens
in its own page. In the screenshot of the home page a few pages earlier, look at how
much room My Calendar has, against the amount of room it has in the immediate
preceding screenshot.

How to add Course Tools

Let's look at how to add Course Tools to both the Course Menu and the home page.

Adding a Course Tool to the Course Menu
1. In the upper-right corner of the page, ensure that Edit Mode is set to ON.

2. From the Add Menu Item list, select Create Tool Link.
3. Select the tool that you want to add:

B Foosnl T

Add Tool Link ep
Name: |Our Course Calendar |
Type: [calendar =
NBC Learn =

NBEC Learn Playlist
 Available to Wikis

CourseSites IM naouy

McGraw-Hill Higher Education f

CourseSites Live
ormrorrorme Scholar Course Home
Content Colleci Announcements

Glossa .
Course Tools [ef|[ >
Email

Announcements bn Setf

Blackboard Scholal ROSter
Blogs Tools Area m

Contacts Discussion Board
Course Calendar | Groups Jrgan
CourseSites Live | Blackboard Help
Discussion Board | Messages
Glossary Contacts

Journals My Grades
Messages Tasks j
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Enter Name: for the tool.

Set the tool's Availability by clicking on the checkbox next to Available
to Users.

Click on the Submit button. A link for the tool is added to the Course Menu.

Adding a Course Tool to the home page

Select the course's home page.
In the upper-right corner of the page, ensure that Edit Mode is set to ON.

Click on the Add Course Module button. The system will display a list of
modules and tools that you can add.

Next to the tool that you want to add, click on the Add button. The tool will
be added to the home page.

To move the tools around the home page, click on the reposition button in
the upper-right corner:

o

Customize Page || T4

Reorder: Modules

Column 1 Column 2

My Announcements My Calendar &
What's New < |ToDo

Alerts 5 |Meeds Aftention

-~ ~

Cancel Submit

B =
=\m!|
3

>

<

£l Dot Oy & IT

Summary

In this chapter, we took the first steps to building a course in Blackboard. By adding
Content Areas, Blank Pages, and Learning Modules, we created a structure for our
course. Now, we can begin adding many kinds of content to the course. That will

be the subject of the next few chapters.
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In the previous chapter, you learned how to add Content Areas and Learning
Modules. These were blank areas, ready to be filled with course content. In this
chapter, you will learn how to add static course material. Static course material is
course content that the student reads, views, or listens to, but does not interact with.

In addition to learning how to upload your own files, you will also learn how to use
files in Content Collection, which other people in your organization have uploaded.

In this chapter, you will be learning how to do the following:

Adding a file for students to download
Adding a video to your course

Accessing files in Content Collection, which other users in your system
have uploaded

Uploading files in Content Collection so that other users in your system
can access the files

Adding a web link to your course

Adding an image to your course
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Adding a file for students to download

There are two ways to add a file for students to download. You can add the file as
a file, or add it as an item. We'll look at both options.

File versus item

In the following screenshot, we have added two documents to the course. They are
the first and second things on the page, Water Inventory Homework.rtf and Ocean
Salinity. They are both . rtf or word-processing documents. The first one was
added as a file, and the second as an item:

Introduction to the Oceans

Water Inventory Homework.rtf

Ocean Salinity

Attached Files: [ Ocean Salinity.rif (38.271 KB)

A brief discussion of ocean salinity. How salty? Where does the salt come from? |s it the same for every ocean?

Notice that Water Inventory Homework.rtf, the one added as a file, consists of
only a title. This title is the link to the file. When clicked, the link will download
or open the file. Notice that Ocean Salinity, the one added as an item, consists of
a title, a description, and a link to the file. In both cases, you are supplying a file
to your students.

If the file requires explanation, consider adding it as an item. If the title will give
your students enough information about the file, consider adding it as a file.
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Content Collections
When a file is added to a course, that file will also be added to the Course

Content area:

a

B E

Introduction to
the Oceans
{Demo for
Blackboard
Essentials Book)

Introduction to the Ccean:

Control Panel
Content Cellection
Intro_to_Oceans_Demo
All Courses Content
All Organizations Content

Course Tools
Announcements
Blackboard Scholar®
Blogs

Contacts

Course Calendar

oo G | s,

View List | “iew Thumbnails
Eﬂ Course Content: Intro_to_Oceans_Demao

The Content Collection provides central file storage for all content. Instructors can link to items anywhere in the
Cantent Collection when creating content for this Course. When an Instructor changes an iterm in the Content
Collection, all links to the iterm reflect those changes. Using the links in the Contral Panel, Instructors can access

the content in this Course, in all of the Instructar's Courses, in all of the Instructor's Qrganizations, or in all of the I

Courses in the Institution. More Help

Uplead % | Create Folder

Download Package | Copy | Move | Recycle Refresh

I File Type Name Edited Size
O = Water-20_angl_Wikipng | MNow 7, 2011 14.2KB

el 10:38.07 PM =
4 | yater Inventory Assignment.rif Mow 13, 2011 66.7 KB

o 3:07:56 PM =
I 1 Ocean Salinity.rif Mov 13, 2011 38.3 KB

— 3:18:01 PM ==
N == REecycle Bin Oct 23,2011 0

6:17:07 P ==

0 B Intro_tn_Oceans_Derno_lmportedContent_20111023061707 Oct 23, 2011 0

-— 3 6:17:07 PM ==

Set Up Web Faolder I—

(]

Notice that in the preceding screenshot, the Course Content area for Intro_to_
Oceans_Demo_ImportedContent_20111023061707 is part of the user's Content
Collection. The Content Collection is available to the teacher and the creator of
the course. Teachers can create links to the content in the collection. So you can
add a file once, and link to it many times. By default, the Content Collection is
not available to students. Teachers make a specific piece of content available to
the students by linking to that piece of content from the course.

Not all Blackboard installations have access to the Content Collection system.

If your school does not subscribe to this piece of the Blackboard system, you will
see "Files" instead of "Content Collection", and see the Content Collection for just
one course at a time.
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In the preceding screenshot, notice that there are three Content Collection areas.
The first one is a list of files added to the course. The second is a list of files added
to all of the courses that this teacher can access. The third Content Collection area,
All Organizations Content, links to content that is provided by organizations.
This is shown only if your installation has the Community system.

Your System Administrator will set up the Content Collections for you. Your content
collections might differ from what you see here. However, they will work in the
same way —as a repository for sharing and reusing files among courses.

How to add a file

This procedure will make the file available to the students in your course as follows:

1. From the Course Menu, select the Content Area to which you will add
the file, for example, Introduction to the Oceans (Demo for Blackboard
Essential Book), as shown in the screenshot that follows.

2. From the Build Content menu, select Create | File:

B Scoen

Introduction to B Introduction to
the Oceans
(Demo for Build Content ¥ | Create As!
Blackboard
Essentials Book) Create
Homepage ltern
Introduction to the Ocean: File
Course Policies McGraw-Hill Content
Our Course Calendar g SoftChalk ScoreCenter Content
Audio
Control Panel Image
Content Collection Video
Intro_to_Cceans_Demo URL
All Courses Content :
All Organizations Caontent Learning Module
Lesson Plan
Course Tools
Syllabus
Announcements )
Blackboard Scholar® Course Link
Blogs Content Package (SCORM)
Contact
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3. The Create File page is displayed:

T T |

1. Select File

Select a local file by clicking Browse My Computer or one from within Course Files by clicking
Browse Course. Enter a Name for the file and choose a Color for the text to appear in the list of
content. Click No to display the file within the Course environment or Yes to display it as a separate

piece of content with no Course page heading.

# Find File Browse My Computer |  Browse Content Collection
# Name \Assignmenl: Take an Inventory of Your Water Usage
Color of Name Il ¢ Black

Open in New & Yes ~ No

Window

Permit Users to & Yes ~ No
View this Content

Track Number of « Yes & No
Views

Select Date and I Display After | | ‘

Time Restrictions Enter dates as mm/ddiyyyy. Time may be entered in any increment.

I Display Until | | & |

Enter dates as mm/ddiysy. Time may be entered in any increment.

2, Standard Options

Rz submit |

4. Under the Find File section, you can use the Browse My Computer button
to select a file that is on your computer, or on a drive connected to your
computer. You can also use the Browse Content Collection button to select

a file that is in one of your Content Collection areas.

5. The Name field that you enter will be displayed on the page to which you

are adding this file.
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6. Under the Open in New Window section, if you select Yes, the file will
open in a new browser window when the student selects it. If the browser
can display the file, the file will be displayed in a new browser window.
If the browser cannot display the file, it will be downloaded to the

student's computer.

7. Under the Standard Options section, set the availability and tracking

options for this file.

8. Click on the Submit button to save it. You should see the file added to

the Content Area.

Adding an item

In this section, we'll show you how to add an item, so that the student can see

not only the title, but also a description for what you have added:

1. From the Course Menu, select the Content Area to which you will add

the item.

2. From the Build Content menu, select Create | Item:

E? Introduction to the Oceans

Audio
Image
Yideo
URL

Build Content % | Create Assessment % | AddInt
Create MNew Page
Itermn Content Folder
File Blank Page
McGraw-Hill Content kodule Page
SoftChalk ScoreCenter Content Tools Area
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3. The Edit Item page is displayed:

Edit Item

A Content ltern i any type of file, text, image, or link that appears to users in a Content Area, Learning Module, Lesson Plan, or folder. More Help

& Indicates a required field
1. Content Information
% Marne [Ocean Salinity
Colar of Name . “ | Black
Texd Text Editor is: m

S e e e m— WA S

s NP & v QEFARES IO OO
CEES RE BE

A brief discussion of ocean salinity. How salty? VWhere does the salt come from? |s it the same for every ocean?

=[Path; body

2. Attachments

Attach a file from a local drive, Course Files, or the Content Collection. Al attached files are saved in Course Files. Click De Net Attach to remove the
attachment. The file itself is not deleted.

Attach File Browse My Camputer | Browse Content Collection

Attached files

[g0cean Salinity rf Ocean Salinity.rif Create a link ta this file Ilark for rernoval

4. The Name that you enter will be displayed on the page to which you are
adding this file.

5. The description that you enter into the text editor will also be displayed on
the page. Notice that this is a full-featured text editor. You can add anything
to the description that you put on a web page.

M When entering the description for the item, remember that there
might be other things in the same Content Area. If you add a long
description, the page for the Content Area can get very long.

[55]



Adding Static Material to a Course

6. Under the Attachments section, you can use the Browse My Computer
button to select a file that is on your computer, or on a drive connected to
your computer. You can also use the Browse Content Collection button
to select a file in one of your Content Collection areas.

Notice that it's called Attachments. Unlike adding a
file, when you add an item, you can include multiple
files. Also, attachments appear under the filename and
description, displayed on a separate line.

-~

7. Under the Open New Window section, if you select Yes, the file will open
in a new browser window when the student selects it. When the student's
browser opens the file, the settings for that browser and computer determine
how the student's computer handles the file. The file might be displayed in a
new browser window, downloaded to the student's computer, or opened by
an application on the student's computer.

\ Setting a file to open in a new window can avoid many
~ browser issues. Use this setting unless you have a good
Q reason to open the file in the student's browser in the
current window.

8. Under the Standard Options section, set the availability and tracking
options for this item.

9. C(lick on the Submit button to save. You should see the item added to
the Content Area.

What's next?

Now that the file is added to your course, it also appears in the Content Area. You
can add multiple links to the file. If your System Administrator has allowed sharing
between courses, other teachers can add the file to their course.

Adding a video to your course

There are several ways to add multimedia to your course. You can upload the file
directly to Blackboard, just like you did with a file in the previous section, or you can
link to the media on another site, such as YouTube or Vimeo. Finally, you can embed
the video on a page in your course. The following table compares the methods
available to you:
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Uploading a file

Linking to a video-sharing
site

Embedding a video on
a Blank Page in your
course

For example, uploading
.mpg, .wWav, .wmv, .mov,
and so on directly onto
Blackboard.

Blackboard embeds the
video in the Content Area,
and displays it on the page
with the rest of the content.
The student's browser plays
the video.

Keeps all the content on one
page. However, the Content
Area page can get long.

For example, linking to
media on www . youtube.
com Or www .vimeo.com.

Blackboard shows the link
to the video site.

When students click on the
link, they are taken to the
video site. The video site
takes care of playing the
video.

Puts a link on your Content
Area page, so it doesn't
take much room. However,
the student is taken to a
different site for the video
and you might not have
control over that site.

For example, embedding
a YouTube video in a
web page.

Blackboard shows the
link to the page.

When students click on
the link, they are taken
to the page in the course.
The video site's player is
embedded on the page,
so the video site takes
care of playing the video.

Puts a link on your
Content Area page, so it
does not take much room
and you can add text to
the page where the video
is embedded, to explain
the video. However, the
video is still being hosted
on someone else's site,
where you don't have full
control over it.

The first method in the preceding table, uploading a video to your course, has some
disadvantages. Blackboard is not a streaming video server. If your video is large in
file size, or many students try to access it at once, your Blackboard server can slow
down (or even fail) under the load. However, uploading the video to your own
Blackboard installation ensures that you have control over it. You might even be
forbidden from putting the video on a sharing site, because of confidentiality issues.

When you put the video on an external site such as YouTube or Vimeo, unless you
register for a premium account on either site, your video will be available to the
public. This might be unacceptable to your institution. However, these sites are
optimized for delivering videos. You won't need to worry about performance
issues if several students try to play the video at the same time.

Let's look at each method.
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Uploading a video in your course

When you have the video on your computer, instead of on another website, you can
upload the video in Blackboard and serve it directly to your students:

1.

From the Course Menu, select the Content Area to which you will add
the file.

From the Build Content menu, select Create | Video.
The Create Video page is displayed.

Under the Find File section, you can use the Browse My Computer button
to select a file that is on your computer, or on a drive connected to your
computer. You can also use the Browse Content Collection button to select
a file that is in one of your Content Collection areas.

M When searching for videos and other material to add
Q to your course, consider starting your search at
www.creativecommons.org.

The Name field that you enter will be displayed on the page to which you are
adding this video.

Under the Dimensions section if you resize the video, it will be displayed at
the new size. You might distort the video if you choose different proportions.

Under Standard Options, set the availability and tracking options for
this video.

Click on the Submit button to save it. You should see the video added to the
Content Area:

Jelfish and other creatures who depend mqstly an the ocean currents for movement. Shot atthe Monterrey Bay Agquarium.

@ Video: Drifters of the Deep

Alignments
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Linking to a video that is on another site
Instead of embedding the video on a page in your course, you might want to send

the student out to the video-hosting site. And, it is certainly faster to just create a link
than it is to create a page:

1.

From the Course Menu, select the Content Area to which you will add
the file.

From the Build Content menu, select Create | URL.
The Create URL page is displayed.

The Name that you enter will be displayed on the page to which you are
adding this link.

The URL is the link itself. The URL will not be displayed.

The description that you enter in the text editor will also be displayed
on the page. Notice that this is a full-featured text editor. You can add
anything to the description that you can put on a web page.

M When entering the description for the item, remember that there
might be other things in the same Content Area. If you add a long
description, the page for the Content Area can get very long.

You can add an Attachment field; it will get its own link, next to the one for
the website that you entered in the URL field.

If you select Open in New Window, the link will open in a new browser
window or tab. This new window will show only the video site. If you do
not select this option, the page that is being linked to it will appear in the
same window. However, the Course Menu field and other items in the
sidebars will not be displayed while the page is being viewed. There will
be a Blackboard navigation menu across the top of the page. The rest of
the page will belong to the video-sharing site.
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The following screenshot shows the result when you select Open in
New Window:

=1 =

/ M Blackboard Learn \"_L‘.
€« C' [ htips://www coursesites.com/webapps/portal/frameset.jsp?tab_tab ¥y ] € =1 A
D mybusinessstory... @ Pinlt % DesigriTek Modul.., @ + clipboard P Access cPanel W,

iam Rice CREATE COURSE HELF LOGOUT suHARE | f D in

1ag 101 T
g
Intro_to_Oceans_Demo x Resources

=
E
Aftached Files: [ yater Invertary Assienment rtf (55 63
KE)

\ Diovwenload the form for this assignment. Use itto record approximately how much we
‘ yau use at home each day. Do this for four consecutive days, then upload the form b
into thiz assignment.

Video: Driftersof the Deep (hew window)
AY) refthe Deee

=NHER

(© Crrifters of the deep \'_L‘.
C' O player ¥imeo.com/video/466491 wE &£ O

3

D mybusinessstory... @ Pinlt ¥ DesignTek Modul... @ + clipboard

Drifters of the deep

from Eugenia Lali

9. Itlooks similar to the following screenshot, when you do not select Open in
New Window:
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[+, CourseSites: William Rice

Ff| My CourseSites | Intro_to_Oceans_Demo x Resources [

10. Click on the Submit button to save it. You should see the link, its description,
and any attachments, added to the Content Area.

Embedding a video on a Blank Page

This will keep your students on your course site, even though the video itself is hosted
on the external site. Embedding the video on a page enables you to add your own
explanatory text around the video. This makes the video a seamless part of the page:

1. From the Course Menu field, select the Content Area to which you want to
add the Blank Page.
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2. At the top of the Content Area section, select the Build Content tab:

B Eocoss

eis b Lol Bbworld 2011

E] Physical Properties of Oceans

# Introduction to »
the Oceans
(Demo for " . o
Blackboard Build Content\w‘y Create Assessment %% | Add Interactive Tool ¥ | Assign Texthook %
Essentials Book) Create Hew Page Mashups
hage Itern Content Folder Flickr Photo
File Blank Page SlideShare Presentation
e Grawe-Hill Content Madule Page YouTube Video
rc P | L4 SoftChalk ScareCenter Tools Area Schalar Stream
kcorr:r:tc Tln:t' Gantent Scholar Bookmark
»
ontent Collection Audia MNBC Content
Intro_ta_o» Dy
ro_to_Cceans_Demo Image Wimba Yoice Authoring
Al Courses Content X
Al Organizations Contert Wiz
URL

3. Under the New Page menu, select Blank Page.

4. Blackboard will prompt you to name the Blank Page. The Name field
that you enter here will be displayed as a link in the Content Area.

5. If you select Available to Users, students in this course will be able to
see the Blank Page. If you do not make it available, it will be hidden
from students, and the link for this Blank Page will not appear.

6. Click on the Submit button. The Blank Page will be added to your

Content Area.

7. In the Content section, use the editor to write your text as you would

with any basic word processor:

ChES RS BE

B # Video: Drifters of the Deep B
% Indicates a required field m
1. Content
Content Text Editor is: m:‘
‘lNDrmaI Lll |Ana\ Lll | B 7 U abel %, x* ‘ EEE ‘

el o P o PO AL |xOOCO

for movement. Shot at the Monterrey Bay Aquarium.

Jellyfish and other creatures who depend mostly on the ocean currents
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Embedding a video that is hosted on another
site

To embed a video that is hosted on another site, such as www.youtube . com or
www . vimeo. com, you will need to use an HTML code as follows:

1. Inyour browser, launch another window. Keep the page in Blackboard
open in the background.

2. Go to the site that is hosting the video. In this example, we are using
player.vimeo.com/video/466491:

Drifters of the deep

by Eugenia Loli-Queru 2

4 years ago

[63]



Adding Static Material to a Course

3. On the video's page, you should see some HTML code that you can copy. For
example, on Vimeo, there will be a button labeled EMBED that you can click,
to reveal the HTML code:

On YouTube, there will be a button labeled SHARE, which opens a new
panel. Then you will click on the EMBED link, which reveals the HTML code.

4. Copy the HTML code:

Embed this video X

MEW! This is our new embed code which supports iPad, iPhone, Flash
and beyond. Don't like change? Use the old embed code instead.

Get the embed code

Preview the embedded video Ut

Faste !

Deleta

: " Spell-checke

Select al
Search Goo

MY & Cearty

Inspect ele

B Text link will be shown once embadded,
B3 The owner of this video has custornized and locked some of the
embedding options.

Customize embed options

Control your player with Vimeo Plus | r\ .
)
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5. Switch back to your course in Blackboard.
6. In the page editor, click on the HTML button:

“fmormal -l [3 -l |aral =] | B & U ae| = < |

“ads ¥ N E & o o @Djé@m.rzeﬂg«s
“EEABE BB

A| ‘ou are in HTML Source mode, Use the [<>] button to swikch back to normal mode.,

<hZ>In-class Examws and Final Exam Attendance</h2>Students are responsible for
making sure, at the heginning of the gquarter, that they can attend exams as
scheduled. Students are expected to arrive on time for all examinations.
<hZ>xIncompletes</hir<divs3tudents may reguest an incomplete after the drop
deadline (drop deadlines are availsble on the Academic Calendar). Incompletes
are granted only when there is a serious and unavoidahle situation that the
student cannot remedy without an incomplete.</divr<hZ>Submitting Late Work</hz:>
<div>Course work (papers, exams, asSigmments, or other work) submitted after
the stated deadline will not receive full course credit. 3tudents should refer
to specific instructor policies for how wuch late work is penalized.</diwv:
<hZ>Errors in Grading</hZ><divrErrors in grading must be adjudicated by the
instructor. If you helieve that your work has bheen incorrectly graded (e.g.
points were added up incorrectly), ¥ou must contact the instructor in writing
and clearly state the error you believe has occurred. The instructor of the
course will always determine the final grade. Grade change requests after the
end of the term are further limited by the University's policies (refer to the
Stanford Bulletin or the Registrarfs webpage) .</div>

7. Paste the code that you copied from the video site:

Content
anten Text Editor is: m:l

“[ormal <] F=] [erm Sl | B 7 U ake| % < |

BalEE=EEH
Aab\s Y E & v o @[:]_;A[E{?h}?(—)@g(ﬁ
“BED B BE

- | You are in HTML Source mode, Use the [<3=] button to switch back to normal mode.

Jellyfish and other creatures who depend mostly on the ocean currents
for movement. Shot at the Monterrey Bay Aquarium. <diwve</div>
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8. Click on the HTML button again to switch back to normal view. You should
see the video embedded on the page:

1. Content

Content Text Editor is: m:‘
“[vormal =] arial =] | B I Use| = < | =E=Z|
B A|EE=EE

cAGE N & o o~ @D;A@ﬁ\ﬁ(i—)%@@
ChRES RE B R

Jellyfish and other creatures who depend mostly on the ocean currents
for movement. Shot at the Monterrey Bay Aquarium.
-

Drifters of the deep
wery

frarm

Drifters of the deep from Eugenia Loli-Queru on Vimeo.

9. In the Options section, you can make this page available or unavailable.
You can also set the time for this page to display.

10. Clicking on the Submit button saves the page.

What's next?

If you uploaded the video in your course, it is now part of the Content Collection.
You and other teachers with access to the Content Collection can reuse the video.

Adding a web link to your course

You can add two types of links to a course. As with other Learning Management
Systems, you can add links to websites. Blackboard also offers a fast and easy way
to add links to other material in your course. This makes it easy to reuse content
from your course.

Adding a link to an external website

Use the following procedure to link to a website or resource outside of your
Blackboard course:

1. From the Course Menu, select the Content Area to which you will add the file.
2. From the Build Content menu, select Create | URL.
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The Create URL page is displayed.

The Name: field that you enter will be displayed on the page to which you
are adding this link.

The URL is the link itself. It will not be displayed.

The Description field that you enter in text editor will also be displayed on
the page. Notice that this is a full-featured text editor. You can add anything
to the description that you put on a web page.

7. You can add an Attachment field; it will get its own link next to the one for
the website that you entered in the URL field.

8. If you select Open in New Window, the link will open in a new browser
window or tab. This new window will show only the external site. If you do
not select this option, the page that is being linked to will appear in the same
window. However, the Course Menu and other items in the sidebars will
not be displayed while the page is being viewed. There will be a Blackboard
navigation menu across the top of the page. The rest of the page will belong
to the external site, as shown in the following screenshot:

[ CourseSites: William Rice CREATE COURSE HELP LOGOUT SHARE | ? g fin

My CourseSites Intro_to_Oceans_DemoE3 Resources

Introduction to the Oceans > The World Ocean

The content below is outside of the Blackboard Learn environment.
& Login/create account

7 i
e W
eh Q Article  Talk Read Edit View history Search Q
Pom
S ®
Our updated Terms of Use will become effective on May 25, 2012, Find out more.
WIKIPEDIA
The Free Encyclopedia
World Ocean
Main page From Wikipedia, the free encyclopedia
Contents
Featured content Mot fo be confused with Ocean World (disambiguation)
Current events "Ocean Sea" redirects here. For the novel, see Ocean Sea (novel).

Random article

Donate fo Wikipedia The World Ocean, world ocean, or global ocean, is

the interconnected system of the Earth’s oceanic (or

~ Interaction marine) waters, and comprises the bulk of the —
Help hydrosphere, covering almost 71% of the Earth’s
About Wikipedia surface, with a total volume of 1.332 billion cubic
Community portal kilometres ["!

Recent changes
Contact Wikipedia

The unity and continuity of the World Ocean, with

relatively free interchange among its parts. is of 3 T

» Toolbox fundamental importance to Dceanography.[:'- It is divided

into a number of principal oceanic areas that are

delimited by the continents and various oceanographic

~ Languages features: these divisions are the Atlantic Ocean, 1 LI

b Printfexport
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9. C(lick on the Submit button to save it. You should see the link, its
description, and any attachments, added to the Content Area.

Adding a link to a Course Asset

Before you begin this procedure, you must have some content in your course to
link to, for example, a file, Content Area page, link, or activity. You can't link to
something in a blank course, because there's nothing to link to:

1. From the Course Menu, select the Content Area to which you will add
the file.

From the Build Content menu, select Create | Course Link.

The Course Link Information page is displayed.

Click on the Browse... button. A pop-up window is displayed, listing
all of the assets in the course:

Course Link Information

% Choose ltem Browse..q, 3 Select Course Link: Introduction to the Oceans... [SE e

Item Name Widen: Drifters of| S bt/ www .coursesites.com fwebapps blackboard fexect e oo rse ool

& Mame Wideo: Drifters of -
) B ©
& Locatio fntroduction to t

Select Course Link: Introduction to the Oceans
Description (Demo for Blackboard Essentials Book)

= INormaI - M IAriaI
s Y NP & v @O @ i
=1-55) Introduction to the Oceans
- [Ej =] Q G?: & @ |?:| =-E5) Physical Properties of Water
£5) Chemical Properties of Water
B why does a stone sink in water?
B A water molecule
B whatis a wave
B welcome to Oceans
[® Groundwater Use and Overuse
D Assignment: Take an Inventory of Your Water Usage
[® Ocean Salinity
£5) video: Drifters of the Deep
£5 Course Policies
Our Course Calendar

Click on the item to select it.

The Name field that you enter will be displayed on the page to which you
are adding this link.
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7. The Location field is filled in for you. You can edit this field, but it will break
the link. Therefore, do not edit the location!

8. The description that you enter in the text editor will also be displayed on
the page.

9. Unlike when you link to an external website, there is no option to attach a
file or to open the link in a new window.

10. Select Standard Options for this link.

11. Click on the Submit button to save it. You should see the link and its
description, added to the Content Area.

The links for external websites and internal course links have slightly
different icons:

__B Video: Drifters of the Deep
-—

Blackboard supports several sets of icons. The ones used by your installation
might be different than the ones shown here.

Adding an image to your course

There are several ways to add an image to your course. You can create a new Blank
Page and add the image to that. Essentially, you are giving the image its own page.

If you do this, a link to the page will appear in the Content Area to which you added
the page. You can keep the name of the link and its description short. This enables
you to add an image to a Content Area without taking up much room on the Content
Area page.

Also, you can add an image directly to a Content Area. If you do this, the image will
appear on the Content Area. It will take up more room than a link to another page,
but your students won't need to click on a link to see the image.

We have already covered how to add a Blank Page, earlier in this chapter. In the
following procedure, we will cover how to add an image directly to a Content Area.
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Adding an image to a Content Area

1. From the Course Menu, select the Content Area to which you will add
the image.

From the Build Content menu, select Create | Image.

The Create Image page is displayed:

> . =
I Lliam Rice CREATE GOURSET HELP  LoGOUT smHARE | [ g

Resources [

A My CourseSites | Intro_to_Oceans_Demo x

Introduction to the Oceans (Demo for Blackboard Essentials Book)  Introduction to

@l [Eoosn : )
L  Introduction to » Edit Image

the Oceans

{Demo for Select an image to show on the page. Setthe height and width options to display the image atthe right size, and include a description for those that cannot see
Blackboard the image. Mare Help
% Indicates a reguired field. =
< 1. Image Information
# Find File o
Selected File File Name Water-2D_angl_Wiki.png

Select a Different File

2 Control Panel % Name [awater molecule
* Content Callection » Calor of Mame B oack
¥ Course Tools
* Evaluation »
« Grave Genter »
# Users and Groups Alt Text ‘ |
# Customization »
Lang Desctiption Public domain image vis Wikipedia Creative Conmons.

¥ Packages and Ulilities >
# Help

- of
4 | v

4. Under the Find File section, you can use the Browse My Computer button
to select an image that is on your computer, or on a drive connected to your
computer. You can also use the Browse Content Collection button to select
an image that is present in one of your Content Collection areas.

5. The Name field that you enter will be displayed on the page to which you are
adding this image.

6. The Alt Text field is displayed when the user points to the image, and is also
used to help visually-impaired users to navigate the page.

7. The Long Description field is displayed on the page along with the image.
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8. Under Dimensions, if you resize the image it will be displayed at the new
size. You might distort the image if you choose different proportions.

9. If the image is too big to display on the same page as the rest of the items
in the Content Area, consider setting Open Target in New Window to Yes.

10. Under Standard Options, set the availability and tracking options for
this image.

11. Click on the Submit button to save it. You should see the image added to
the Content Area.

Summary

In this chapter, we saw how to add several kinds of static content to a course. We
used links and embedding to include the content in our course. Blackboard also
has special functions for adding other kinds of static content, such as photos from
www. £lickr.com, textbooks from McGraw-Hill, videos and other assets from NBC,
and so on. Using the methods learnt in this chapter, you'll be able to add these
other content types.
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Discussion Boards

In the previous chapter, you learned how to add static material to a course. In this
chapter, we will discuss how to add interaction to a course using Discussion Board.
The activities that we will cover enable students to collaborate with each other and
with the instructor. These activities require feedback and guidance from the instructor
to make them work. In this chapter, we will cover the following:

e Creating forums with Discussion Board

e Creating links to specific forums

e Collecting posts in a forum

e Grading posts in a forum

About Discussion Boards

Your course's Discussion Board enables students to interact with each other, and
also with the instructor. Discussions can be as follows:

e Moderated or unmoderated

e Graded or ungraded

e Attributed or anonymous
Depending upon your installation, there could be a default Discussion Board for
each course. The Discussion Board consists of one or more forums. Each forum
contains threads. So the hierarchy is as follows:

e Discussion Board (there is one default created for your course)

e Forum (there can be many)

e Thread (there can be many)



Discussion Boards

The following screenshot shows our course's Discussion Board with two forums:

o= 58
LS MyPlate - Food Diary * \:a m' Manilla x M WillamRice com Mal -« \"« Facebook X] 0 Discussion Board T
€« C' | & https://www coursesites com;webapps/discussionboard/do/conference?toggle_mode=edit&action=list ¢ | [ € = XA
D mybusinessstory... ¥ DesigriTek Modul... (D + dipboard Access cPanel W... (@) Fieldston Softwar Privacy Setfings (2 CourseSites by Bl... i

Introduction to the Oceans (Demo for Blackboard Essentials Book) Discussion Board

Eooesn

# Introduction to »
the Oceans
{Demo for Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to organize
Blackboard discussions. More Help

Essentials Bookj

% Discussion Board

('-"_l

¢ Delete
S B Total |Unread | Total
" | Forum | Deseription Posts | Posts | Participants
% Control Panel I Cgen In this forum, you can ask the teacher any question about course content. Don't be shy, 1] a 1]
Q&A usually there are several students with the same question. Remember, there are no dumb
¥ Content Collection » questions!
¥ Course Tools - our As part of the Water Inventory activity, you are reguired to participate in this forum. The a a a
+ Evaluation » Water teacher will post thought questions (each question will be a new thread). You will be notified
Invento that a guestion has been posted, and then you will post your responses
¥ Grade Center > Your responseds) to each question will be graded.
¥ Users and Groups
o =7 | Delete
¥ Customization »
¥ Packages and Utilties » Displaying 1102 of2 items Show Al || Edit Paging
¥ Help
< <
1] ¢
“eQ o
T y
g c

4 | ]

Let's begin by learning to use the course's default Discussion Board.

Creating forums with Discussion Board

By itself, the default Discussion Board is of no use. To give students a place to hold
discussions, you must create at least one forum.

To create a forum, perform the following steps:

1. Select Course Tools | Discussion Board.
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2. The page displays all of the Discussion Boards in the course. In our example
course, there is only one board so far, that is, the default board for the course
named Intro to the Oceans (Demo for Blackboard Essentials Book):

Introduction to the Oceans (Demo for Blackboard Essentials Book)  Discussion Board

+ ] o T
. % Discussion Board

# |ntroduction to »
L the Oceans
{Demo for This page lists every discussion board, including those that are specific to groups. Click a Discussion Board to access the
Blackboard forums.
¢ Essentials Book)

Haomepage

B

Discussion Board Forums Participants Posts

B

Intra ta Oceans Dema o o o

B

Displaying 1 to 1 071 fterns Show All | Edit Paging.

<

# Control Panel

¥ Content Collection »
# Course Tools
Announcements
Blackboard Schalar®
Blogs
Contacts
Course Calendar
Coursesites Live
Discussion Board
Glossary
Jaurnals
Messages

Responcus LockDown
Browesgr

3. Select the default Discussion Board. In this example, we click on Intro to
Oceans Demo. The Discussion Board is displayed. Remember that you are
looking at this from the instructor's point of view. Students cannot create a
new forum.

Introduction to the Oceans (Demo for Blackboard Essentials Book) Discussion Board Edit Moce is: = OH .

EBlooen

@ Discussion Board

# Introduction to »
the Oceans
(Demo for Forums are made up of individual discussion threads that can be organized around a particular subject. Create Forums to
Blackhoard arganize discussions. More Help

Essentials Book)

Mo iterns found.

4. Click on the Create Forum button. The Create Forum page is displayed.

[75]




Discussion Boards

5. In the forum-information area, enter Name and Description for the forum.
Students will see these when the forum is listed on the Discussion Board:

(= o [

/s MyPlate - Food Diary * '« Manda = | MwiamRice.com Mal - = " I Facebook + ) I Discussion Board i )
« C A https://www .coursesites.com/webapps/discussionboard/do/conference?toggle_mode=editéaction=list ¥ B € = A
3

O mybusnessstory... = DesigniTek Modul.. & + dpboard <P Access cPanel W.., (® Fieldston Softwar... [ Privacy Settings (® CourseSites by BL..

Introduction to the Oceans (Demo for Blackboard Essentials Book)  Discussion Board

=8 = o N : )
\ GO AUCORAD : % Discussion Board
L the Oceans

{Demao for @ Forums to organize
Create Forum e
Delete
<
T Eorum Desgfiption o

" GQpen I

* Contral Panel
¢ Content Collection

deveral shudents with the same question, Remember, there are no dumb

sually there arg
questions!

¢ Course Tools I Your Az part of the Water Inventory activity, you are reguired to participate in this forum, The L] o 0
¢ Evaluation Wiater teacherwill post thought questions {each question will be a new thread). You will be notified
; myenlory  that a question has been posted, and then you will post your responses.
¢ Grade Cantar : 2 Your response(s) to each question will be graded.
¢ Users and Groups

P Delete
¢ Customization \
¢ Packages and Utilities Displaying 1102 0f2 flems | ShawAll | Edif Paging..
¢ Help

(]

e ° ’
3% < d

6. In the forum-availability area, set the availability of the forum. Even if you
make this forum available to students, if you don't create a link to the forum,
the students will never see it. For now, make the forum available, and we
will create a link to it later.

7. Most of the options under the Forum Settings area are self-explanatory. For
example, you can make the forum posts graded. However, here are some
options that we will explain:

°  When a user subscribes to the forum, the user will receive an e-mail
notifying him or her of new posts to the forum. The instructor can
determine how the e-mail is generated. You can either send a link to
the Discussion Board or send full text of the posting within the e-mail.

| »
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° If you select Allow Members to Rate Posts, then each student will be
able to rate posts made by other students. They won't be able to rate
posts made by the instructor. The standard scale for rating posts is
one to five stars. In the following screenshot, a student named Suzy
is rating a post made by another student named Sammy:

Where did you waste water toda '? FEO

Total Posts: 2 Unread Posts: 0

Message Actions Collect
Select: Al Mone

r =--¥Where did you waste water today? William Rice 17212 11:55 AM
| RE: Where did you waste water taday? Sammy Student 121211587 Aw

Select Al Mone

Message Actions Collect
RE: Where did you waste water today? Guate | SetFlag
Author: Sammy Student Total views: 3 {rour views: 1)
Posted Date: Monday, January 2, 2012 11:57:00 AM EST Overall Rating:
Edited Date: Maonday, January 2, 2012 11:57:00 AM EST Your Rating: W W @
Parent Post

| left the hosze running while washing my car.

RE: Where did you waste water today? Guate | SetFlag

Allowing students to rate each other's posts enables you to see the amount
of consensus that the class has about a post:

° If you select Force Moderation of Posts, then each time a student
posts, the moderator must review the post. The moderator can
publish or deny the post. By default, the instructor is the moderator.
However, using the forums' Manage option, you can make any
student a moderator.
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8. From the students' view, the following screenshot shows what it looks like
when the student is waiting for his or her post to be moderated:

Success: Thread RE: Where did you waste water today? created.

i@ Thread Detail

The Thread Detail Page provides a complete view of the Thread and its contents. Options for viewing and managing the thread are located here. More
Help

: BE0

Total Posts: 3 Unread Posts: 0

Message Actions Collect

Select All Nong
r - Where did you waste water today? William Rice 11212 11:55 AM
[ | RE:Where did vou waste water today? Sammy Student 2N 2 11:57 AM
r RE: Where did vou waste water today? (Moderation Queue) Suzy Student 12ZM21213PM
Select All None

Message Actions Collect

From the instructor's view, the following screenshot shows what it looks like
to moderate a student's post:

[78]




Chapter 4

# Control Panel

¥ Content Collection
# Course Tools
Announcements
Blackboard Schalar®
Blogs:
Contacts
Course Calendar
CourseSites Live
Dizcussion Baard
Glossary
Journals
Messages

Respondus LockDown
Browser

Rubrics

Send Email

SoftChalk - Synchronize
Copied Corterit
SoftChalk Publish with
ScoreCenter

Tasks
Tests, Surveys, and Pools
Text Matifications
Wikis

¥ Evaluation

¥ Grade Center

# Users and Groups
Course Invitations

Groups
Users

¥ Customization

<

1. Post Contents =

Date Submitted Mon Jan 02 1211330 EST 2012
< Author Suzy Student

Subject RE: Where did vou waste water today?

Message Itook a long, hot bubhle hath. Butl don't consider it a waste at alll

»
2. Post Moderation
Set Status {+ Publish
" Return

If returning, sttach a message:

Text Editor is: m

“[uomal =] [3=] [anal =] | B 7 Ueke| = = |===|g &=
‘;‘ﬁsaﬁa @ oo @O0 FARS | oo O
CRED BE BE

)

»

. A‘Path:@y

»

\
. i) 5o W
|

Under Forum Settings, in the Grade section, you can choose to give the
student a grade for the entire forum, or for each thread in the forum.

9. Tosave your work and create the forum, click on the Submit button.

In a later section, you will see how to create a link to this forum.
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Making Discussion Board available
to students

When you create a course, sometimes it automatically has a Discussion Board created
for it. It depends upon your installation's course template. However, the board might
not appear on the student's Course Menu. In that case, you must add a link to the
board, or else the student will never see the board.

The following screenshot shows the instructor's view of the default Discussion Board.
The instructor got to this page by clicking on Course Tools | Discussion Board:

[F=1 [ |
LS MyFlate - Fooo « 7 Manila | MwillamFice.cor | K Facebock | [ Discussion Boa 7 M Discussion Boal =\ e

<« C [ htips://www coursesites.com/webapps/discussionboard/do/conference?toggle_mode=editdactsy [ € & A
D mybusinessstory... ¥ DesigriTek Modul.., & + dipboard Access cPanel W... (@ Fieldston Softwar... B Privacy Settings

Introduction to the Oceans (Demo for Blackhoard Essentials Edit Mode is | ON_ B

Book)
Discussion Board

| B Ecoosn
L Introduction to %Dlscussmn Board

the Oceans |
< (Demo for Forums are made up of individual discussion threads that can be organized around a particular
Blackboard subject. Create Forums to organize discussions. More Help I

(@)

Essentials Book)

Delete |
{ . Total | Unread | Total
[T Forum Description Posts Posts | Participants
[~ Open In this forum, you can ask the teacher any question 1] 1] 1]
Control Panel DA v aboutcourse content. Dan't be shy; usually there are
Content Collection several students with the same question. Remember,
T — there are no dumb guestions!
M your Az part of the Water Inventory activity, you are ] ] ]
Announcements Water required to participate in this farum. The teacher wil
Blackboard Schalar® Inventory  post thought questions {each question will be a new
Blogs ¥ thread). yau will be notified that a question has been
Contacts posted, and then you will post your responses
Course Calendar “our response(s) to each question will be graded.
CourseSites Live [ Discuss  Postyour guestions about course policies here. To 0 a a
A Course  make you more cormfortable asking about policies,
Discussion Board Policies  anonymous posting is okay.
Glosgary R
J I
ournals DE“EtE
Messages
Respondus LockDown . . . — -
Ero\Eser Displaying 1 to 3 of 3 iterms Show All | Edit Paging..
Rubrics

Send Email
SoftChalk - Synchronize A -
| B

4]
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In this example, the student doesn't have a Discussion Board link. You must create a
link to the board, or link to the individual forums on the board.

Adding a link to Discussion Board on the
Course Menu

If you give students a link to Discussion Board, they will see a list of all of the forums
in the course. You can also give them links to one forum at a time.

To create a link to Discussion Board on Course Menu, perform the following steps:

1. From the Add Menu Item menu, select Create Tool Link:

ﬁ m g N

Create Content Area

Create Blank Page
Create Tool Link )
Create Course Link J\:P
Create External Link
Create Module Page
Create Subheader
Create Divider

2. The Create Tool Link dialog box is displayed. In the Name field, enter
the name for the link. Students will see this in the Course Menu.

3. From the Type drop-down list, select Discussion Board.
Mark it as Available to Users.
5. To save the link, click on the Submit button.
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Remember that while the link you create will display whatever name you enter,
the Discussion Board page will always have the title Discussion Board displayed
at the top:

(=3 T |
Ls MyPlate - Foodl * h ' Manilla x \ M WiliamRice, con =~ X K3 Facebook x { Discussion Boa x)( 8 Discussion Boa Y

« C A htips://www coursesites.com/webapps/discussionboard/do/conference?toggle_mode=editéactys B ¢ = A
D mybusinessstory..  ® DesigrTek Modul... () + dipboard  ©F Access cPanel w... (D Fieldston Softwar... B3 Privacy Settings

Introduction to the Oceans (Demo for Blackhoard Essentials Edit Mode is: | ON B

Book)
Discussion Board

Eoosn
L " % Discussion Board

Introduction to

the Oceans |
< {Demo for Forums are made up of individual discussion threads that can be organized around a particular
Blackboard subject. Create Forums to organize discussions. More Help I

Essentials Book)

(< <M <]

Delete |
< T Forum Description U] | o] il
— P Posts | Posts | Participants |
a [ Qpen In this forum, you can ask the teacher any guestion o o o
Control Panel QEA ¥ about course content. Don't be shy, Usually there are
« Content Collection 3 several students with the same question. Rememher,
there are no dumb guestions!
+ Course Tools
- your As part of the Water Inventory activity, you are 0 0 0
Announcemerts Water required to participate in this forum. The teacher will
Blackboard Scholar® Inventory  post thought questions (each question will be a new

Blogs % thread). You will be notified that a question has been
posted, and then you will post your responses.

Cantact
ORLEEL Your response(s) to each guestion wil be graded. e

Course Calendar

CourseSites Live [~ Discuss Post your questions about course policies here. To 1] 1] 1]
Course  make you more comfortable asking about policies,
Discussion Board Policies  anomymous posting is okay.
Glossary v
Journals Delete
Messages
Respondus LockDown . . .
Bmvﬁsm Displaying 1 to 3 of 3 items Show All | Edit Paging...
Rubtics

Send Email
SoftChalk - Synchronize 1 _ILI
| B

Fl

Creating a link to a forum

You can link directly to a forum. When the student clicks on the link, he or she is
taken to the forum. Note that the thread crumbs at the top of the page show the
Discussion Board is one level up from the forum:
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™M WillamRice.cor * | ~=NYC Restaurar *  m Manila » Free ¢ %/ 8 Forum: Your v » \[E3 Facebook

€« C' A https://www coursesites.com/webapps/discussionboard/do/forum?action=list_threads&nav=disy [ € & A
D mybusinessstory... % DesigriTek Modul... ® + clipboard <P Access cPanel W... ® Fieldston Softwar... Privacy Settings

Introduction to the Oceans (Demo for Blackboard Essentials Book)
Forum: Your Water Inventory

1 Doen
# Introduction to »

the Oceans
(Demo for
Blackboard

@ Forum: Your Water Invento

Organize Forum Threads on this page and apply setting
Threads can be sorted by clicking the column title or the

Create Thread m

(0}

Homepage (]

Introduction to the Oceans &

=1 E x|

» D Blogger: SURY! * \\\

! ‘( Thread Actions Collect| Delete
Course Policies |
Unread Total
™ v Date ~\, Thread Author Status Hocts Fosta Grade
# Control Panel . 9
X m] 17212 11:55 Where did you waste water William  Published 1 3 Grade

¥ Content Collection » AM today? | Rice Thread ’
¥ Course Tools

) Thread Actions Cnllect\ Delete \
¥ Evaluation » . e R — |
¥ Grade Center » Displaying 1 to 1 of 1 items Edit Paging... |

¥ Users and Groups

¥ Customization »
¥ Packages and Utilites  »
¥ Help

g <
» (VY. = = ‘_"ﬂ

To add a link to a forum on Content Area, perform the following steps:

1. From Course Menu, select the Content Area to which you will add
the link.

2. From the Build Content menu, select Add Interactive Tool |
Discussion Board.

3. The Create Link to Discussion Board page is displayed. On this page,
you will select the forum to link to.

Select the radio button for Select a Discussion Board Forum.

5. Select a forum to link to.
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6. Click on the Next button.

7. Another page is displayed; on this page, you will enter the text and settings
for the link.

8. Inthe Link Name field, enter the name for the link. This will be displayed to
the user.

9. Inthe Text field, enter a description for the link. You might consider copying
the description from the forum and pasting it here.

10. Set Availability of the link.
11. Click on the Submit button. The link is added to the page.

You can also create a link to a forum in Course Menu. If you place the link in Course
Menu, then the forum should be one that is relevant to all parts of the course. For
example, you would probably not place a link to a forum that discusses just one unit in
the course. But you might place a link to the course-wide, question-and-answer forum.

To add a link to a forum in Course Menu, perform the following steps:

1. From Add Menu Item, select Create Course Link:

ﬁm g N

Create Content Area

Create Blank Page
Create Tool Link
Create Course Link
Create E)derng}\.rzink
Create Module Page
Create Subheader
Create Divider

2. The Add Course Link dialog box is displayed. In the Name field, enter the
name for the link. Students will see this in Course Menu.

3. Click on the Browse button. Another pop-up window is displayed, which
shows all the assets in the course that you can link to:
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@Drﬁn

Add Course Link

Success: Course Discussion deleted.

[" select Course Liw, | = 2 [ X |

4 Location: |:| Bmwsfr B hitps: /. coUrsesites, com fuvebap

2 Mame: : -
| ¥ |oo -

[~ Awailable to Users

% Select Course Link:

cancel | Submit Introduction to the Oceans
(Demo for Blackboard
Essentials Book)

Cur Cour

E
1
g -4 Homepage
[* Control Panel £5) Introduction to the Ceeans
[+ Content Collection *» =% Course Discussions
I+ Course Tools 1 B openoga
ks Evaluation » | ----- By ourwater Inventory
ks Grade Center » . ol -y Discuss Course Policies
=] | Qur Course Calendar
7 Users and Groups P .
Al B-B5 Course Policies
7 Custamization » ¥}
v

7 Packages and Utilities

»
¥ Help . B a
A

[

4. Select the forum to which you will link. In our example, we will select
Open Q&A.

Mark it as Available to Users.

To save the link, click on the Submit button.

. Course links are not just for forums.
5\ . . . .
Q You can use this technique to link to any asset in your course. Look

at the screenshot in step 3 of the preceding procedure, and you'll see
that all of the Course Assets show up on the list of possible links.
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Managing a forum

Now that you have created a forum and your students are posting in it, you can start
managing the forum. Blackboard offers several features for this.

Collecting posts in a forum

Blackboard enables you to select individual posts in a forum, and then display just
the selected posts on a single page. Let's look at a simple example.

In this forum, the instructor started a thread with a post called Where did you waste
water today? Then, two students responded as shown in the following screenshot:

R

m Manila = %/ mThread C \m Blackboa x \ M WiliamRic = Eﬂwhy BUl | o Meetinge ~ " Mew Tab h

€« C & htps://www .coursesites.com/webapps/discussionboard/do/message?action=lit v¢ M £ = A

3

D mybusinessstory... & DesigniTek Modul... @ + dipboard Access cParel w... (@ Fieldston Softwar... B Privacy Settings

i N “:I
' g
b, @ fooe @ Thread Detail |

Introduction to

the Oceans
< {Demo for The Thread Detail Page provides a complete view of the Thread and its contents. Options for viewing and
Q Blackboard managing the thread are located here. More Help

Essentials Book)

1 Grade Thread | Search || Alignments H Refresh | |
!

i Wihere dldyouweatewatermday?m HEDO i
s Total Posts: 2 Unread Posts: 0

it

I Message Actions Collect

Select Al Mone

Control Panel

Cantent Collection I =-¥Where did you waste water today? William Rice 1021121155 AM
- RE: Where did you waste water today? Sammy Student W22 11:87 AM
Course Toals
- RE: Where did vou waste water taday? Suzy Student 221213 PM

Evaluation
Grade Center
Users and Groups

Select: Al Mone
Cugtomization

" Message Actions Collect
Fackages and Utilities
Help ‘Whete did you waste water today? m Guote | Edit | SetFlag | Delete
Author: William Rice Total views: 9 (Yourviews: 4)
Posted Date: Monday, January 2, 2012 Owerall Rating: i
11:595:31 AM EST
Edited Date: mMonday, January 2, 2012

11:55:31 AMEST

Think back anyour day. Where did you waste water? Did you leave the water running while brushing yaur
teeth or washing dishes? Did you take an extra long shower?

‘Where did you waste water today? m Quote | Edit | SetFlag | Delete

-
< | »
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Suppose that we want to see the students' posts collected on one page. First,
we select these posts by clicking on the checkbox next to them:

[=[E=] =
i Manila » ) B Thread C » \IB Blackboa * '\ M wiliamRic * [0 why Bul * { = Meetinge = { New Tab_ » \L%

< C & htips://www.coursesites.com/webapps/discussionboard/do/message?action=livy [ € = A

»

D myblsinessstory... & DesigriTek Modul... (O + clipboard  ©F Access cPanelw... (@ Fieldston Softwar... Privacy Setings

I AN N “:I
+ ] =R
. N ’ % Thread Detail |

# Introduction to *
the Oceans
< (Demo for The Thread Detail Page provides a complete view of the Thread and its contents. Options for viewing and
@ Blackhoard ranaging the thread are located here. More Help

Essentials Book)

Grade Thread | Search || Alignments || Refresh | l
‘here did you waste water toda '? HEO i
< Total Posts: 3 Unread Posts: 0

B

Message Actions Collect

Select Al Mone |

# Control Panel

¥ Content Collection » ©  =-wWhere did you waste water today? William Rice 132112 11:55 AM
W RE: Where did vou waste water today? Sammy Student 12121157 AM
¥ Course Toolg
= RE:Where did vou waste water today? Suzy Student 221213 PM
¥ Evaluation »
¥ Grade Center »

¥ Users and Groups Gelect Al Mone

¥ Custamization »
Message Actions Caollect

¥ Packages and Wilities  »

¥ Help .
Where did you waste water today?  » m Quote | Edit | SetFlag | Delete
Author: William Rice Total views: 9 (Your views: 4)
Posted Date: Monday, January 2, 2012 Overall Rating:  sriririr

11:55:31 AWM EST

Edited Date: Monday, January 2, 2012

11:55:31 AM EST

Think back on your day. Where did you waste water? Did you leave the water running while brushing your
teeth orwashing dishes? Did you take an extra lang shower?

Where did vou waste water foday? m Qunte | Edit | SetFlag | Delete

. of”
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Then, we click on the Collect button. The result is a page containing only the selected
posts; this page shows not only the subject, but also the content of the posts:

% Collection

Users can Collect posts into a printahle, sortahle farmat. Collections are a good way to arganize posts for
quick reading. A Callection must be created to tag posts. Mare Help

Sorthy  Date of Last Post | Order ¥ Descending

hark
Select: Al Mane

[~ Thread: ‘Where did you waste Posted Date: January 2, 20121213 PM
wiater today? Status: Fublished
Post: RE:Wihere did youwaste  Owerall Rating:
water today?
Author: Suzy Student

Itoak a long, hot hubhle bath. But | don't consider it a waste at alll

Quote | hark as Unread

[~ Thread: Where did you waste Posted Date: January 2, 2012 11:57 AM
wiater today? Status: Fublished
Post: RE:Wihere did youwaste  Owerall Rating:
water today?
Author: Sammy Student

| left the hose running while washing my car.

Quote | hark as Unread

Select: Al Mane

hark

In the upper-right corner of the page, is the Filter button. When you click on the
Filter button, you can search for posts by several criteria:

(o

X

Author | Select All _v | Status | show Al v || Read Status | showall « || Tags [ showal v | o

Once you have collected and filtered the posts, you can print them.

1 Saving posts as HTML or text

Blackboard does not enable you to export posts as HTML or text.
However, there is a workaround. Read further to know more.
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When you are viewing Forum Collection, click on the Print Preview button;
Blackboard will open two new windows. First, it will open a window showing just
the Collection. In the following screenshot, this is the window on the right-hand side
of the screen. Then, it will open a window with a Print dialog box. In the following
screenshot, this is the window on the left-hand side of the screen.

To save the posts as HTML, ignore the Print dialog box. Instead, select the window
containing just the collected posts, and save it as a web page.

In most browsers, you will right-click on that window and select Save as... or Save
page as.... Once you have saved the collected posts as HTML, you can use any HTML
editor (or even most word processors , such as Word and OpenOffice) to edit the text.

. This procedure might differ slightly in different browsers, but

~ viewing the Collection and saving it as a web page is common

Q to them all. The exact clicks for saving as a web page might be
slightly different.

€ O chrome://print w B O

»

O mybusinessstory... & DesigrTek Modul... @ + cipboard Access cPanel W,

Print

Total: 1 sheet of paper 7 Collection - Googl

Print Cancel == N B hitps://wwrw.colrsesites,com fwebapps/dscussionboard/do/messagePaction=collectPrinticonf_id=_334563_18forum_id=_172
-~ =

Destination Lexmark Pro700 Series v - L Collection

Users can Collect posts into a printable, sortable format. Collections are @ good way to organize posts for quick reading. A Collection

Pages = Al L must be created to tag posts. More Help
IQ: Thread: here did you waste water today? Posted Date: January 2, 2012 1213 PM
Copies 1 +| Post: RE:Where did you waste water today? Status: Published
Author: Suzy Student Overall Rating: = =

| Two-gided
Itook a long, hot bubhble bath. But | don't consider it awaste at all!

Layaut o) Portrait P (Postis Read)
Landscape
Thread: Where did you waste water today? Posted Date: January 2, 2012 11:57 A
Color ¢! Color Post: RE: Where did you waste water today? Status: Fublished
Black and whits Author: Sammy Student Overall Rating: = .
I left the hose running while washing my car.
Options | Headers and footers
(Postis Read)

Print using systern dialog... (Ctri+Shift+F)
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Grading posts in a forum

When you created the forum, you determined whether:

¢ The forum would be ungraded
e The student would receive one grade for all his/her participation in the forum
e Each thread would be graded

o] =]

w7 Marila  Free « | KB Forum: Your «, M Blackboard L\ WiliamRice.cr - ‘":mwhy Building = ~ MestingBurmi *  New Tab x WYy

&« C | & htips://www coursesites.com/webapps/portal/frameset.jsp?tab_tab_group_id=null&url=%2Fwebapps% s B € = A

D mybusinessstory.. B DesigrTek Modul.., @ + clipboard Access cPanel W.., (@ Fieldston Softwar... B3 Privacy Settings (® CourseSites by Bl..,
SHARE | ? D (0]

liam Rice

Introduction to the Oceans {Demo for Blackboard Essentials Book)} x | Resources

i Only posts with no replies

[~ Allow Author to Edit Own Published Posts
< [~ Allow Past Tagging

¥ Allow Users to Reply with Quote

[ Allowe File Aftachments

[~ Allw Members to Create Mew Threads

Subscribe ¢ Do not allow subscriptions

¢ Allow members to subscribe to threads
& Allow members to subscribe to farum

¢ Include body of post in the email
& Include linkto post

W Allw Members to Rate Posts
[~ Force Moderation of Posts

Grade ¢ Mo Grading in Forum

¢~ Grade Discussion Forum: Faints possible l:l

¢ Grade Threads

¥ Show participants in “needs grading” status ﬂ after every Fosis

Alignments ¢ Forum alignments
& Thread alignments

4. Submit

Q © =
‘ - o

To grade a forum, navigate to the front page of that forum. If Grade Forum is
activated, you will see a Grade Forum button. If Grade Threads is activated,
you will see a Grade Thread button next to each thread. Click on the button to
begin the grading process:
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Thread Actions Caollect Delete
I~ ¥ Date .- Thread Anthar Status Unread Posts Total Posts
O 152112 11:55 AM  Where did you waste water today? William Rice  Published o & ‘v E?read |
Thread Actions Collect Delete
Displaying 1 to 1 of 1 items Edit Paging...

This brings you to a page that lists the individual postings in this thread. From
this page, click on the Grade button for each posting, and then assign it a grade:

Grade Discussion Thread Users
Grades entered or changed here are automatically entered or changed in the Grade Center.Points possible: 1 More Help
Email
Last Name - First Mame Usetmarne Posts Grade
Student Samrmy blackboard-demao-studentt 1 oo | Grade
I~ Student Suzy hlackboard-demo-student2 1 1.00 Grade
- Student Sally blackboard-demo-student3 1 3.00 .
I Student Stanley blackboard-demo-studentd 1 - p——
Email
Dizplaying 1to 4 of 4 iterms Sho All Edit Paging.
P Owerride
Grade Exernpted for this User

Summary

An online course can often leave students feeling isolated from their classmates,
and from the instructor. Forums can help to overcome this. They provide a way to
encourage discussion among the students, and can give insight into the students'
attitudes and feelings about the course.

You can encourage your students to use the forums by:

e Providing convenient links to the forums

e Presenting students with thought-provoking and funny questions
for discussion

e Grading students' posts
In the next chapter, we will cover blogs and wikis. We will learn about the mechanics

of adding them to a course, using, and managing them. We will also discuss when
they are appropriate and how to include them in the flow of a course.
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In this chapter, we will cover adding blogs and wikis to a course. These activities
enable students to collaborate with each other, and with the teacher. These activities
usually require feedback and guidance from the teacher to make them work well.

In this chapter, you will learn how to do the following;:

e Adding a blog to your course
e Adding a wiki to your course
e Understanding when to use blogs and wikis

¢ Monitoring and managing blogs and wikis

We'll look at the capabilities and limitations of each tool, to help you decide when
to use each one. We will also see how they blend into the flow of a course.

About blogs

A blog provides a place for students to express their thoughts and discuss course
material. In a forum, you can restrict students from creating new threads. In a blog,
students have the freedom to create new entries.

Combine blogs and wikis to complete the learning cycle

In a blog, entries and comments are organized chronologically. This
M makes a blog a good tool for publicly documenting and discussing
a journey, or continuing a project. A wiki is organized as per topic.
Q This makes it a good tool for categorizing and organizing knowledge.
While you guide the students through a journey or project, you can
have them blog about their experiences. At the conclusion, you can
have them assimilate and organize their knowledge into a wiki.




Blogs and Wikis

Individual versus class blogs

Blogs can be owned by each individual student, or by the entire class. In an
individual student blog, each student is given their own blog. Only that student
can post in his/her blog. In a class blog, every student can create new posts. In
both cases, students can comment on posts.

Blogs Course Tool link

On Course Menu, you can add a Course Tool link called Blogs:

Eloosn A

Add Tool Link

e Name: | ‘

Blogs ;”
CourseSites IW -
MeGrave-Hill Higher Education
™ Available to CourseSites Live

gcholar Course Home
Announcements
Glossary
Calendar
Email
Roster 59
Tools Area
Discugsion Board
Groups
Control Panel Blackboard Help
Content Collectiy Messages
Contacts
Course Tools Wy Grades 5
Evaluation Tasks

Grade Centar ¢
Journals —_
Users and Grou| Respondus | ockDown Browser ¥ [faf

When a user clicks on this link, it displays a page that lists all of the blogs in
your course:

Type:

Introduction to the Oceans {Demo for Blackhoard Essentials Edit Mode is: | ON .
Book)
Blogs

Eooen |

L Introduction to % Blogs
the Oceans |
(Demo for Elogs are an open communications taol for Students to share their thoughts I

Q‘ Blackboard
Essentials Book)

More Help

Create Blog

Display Blogs [ All Blogs = I

Delete | Availahility I

[T Hame Type Last Modified Date Entries

™ Coursewide Blog  : Course M2 1289 PM o
© WaterWalks | Individual 177012 8:95 PM 0

Control Panel
Content Collection
Course Tools > Delete | Availability

Evaluation e 112 02 il e
Isplayin 02 O Items
Grade Center playing v it Paging

L T S i b
4« | B
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In the preceding example, Coursewide Blog is available only from the Blogs page.
However, a link to the Water Walks blog was also added to the Introduction to the
Oceans (Demo for Blackboard Essentials Book) page:

Introduction to the Oceans (Demo for Blackboard Fssentials Book) Edéfrbtecio ON B ceans

mE EBoosn
— .
Introduction to . & Introduction to the Oceans .

N the Oceans
'  (Demo for

Blackbf)ard Build Centent ¥ | Create Assessment % | Add Interactive Toel ¥
Essentials Book) Assign Textbook ¥

< . @ Physical Properies of Water =

Enabled: Statistics Tracking

The oceans are made almost entirely of--you guessed it--water! Befare we learn
ahout life in the oceans, let's explore this substance in more detail. You might think
that you knaw weater, hut in this module, we will discover surprising facts and
phenomena about this common but fascinating substance

<< < <M< B < I <]

Control Panel

Content Collection . Water Walks - -
+ Course Tools

Enabled Statistics Tracking

Evaluation

Within walking distance of our school, we have & beach, a saltwater marsh, and an
Grade Center ’ acuarium. Yaur assignment is to visit each of these far a tatal of five visits, and write a
Users and Groups blog entry for each wisit. Your entry must be at least 100 words. Extra credit for [2aving

comments in other student's blogs.
Customization

Packages and Uilies - . A Assignment: Take an Inventory of Your Water Usage - =
Help .

. Discuss Your Water Inventory : =
| As part of the Water Inventary actiity, you are required to participate in this forum. The

- teacher will post thought questions (each guestion will be a new thread). You will be
natified that a question has been posted, and then you will post your responses. Your
response(s) to each guestion will be graded

Whenever you create a blog, a link to it will always appear on the Blogs page.
If you want a link to it on the Course Page, you will need to add it to the page.

Creating a blog

By itself, the Blogs page is of no use. To give students a place to blog, you must
create at least one blog. To create a blog, perform the following steps:
1. Select Course Tools | Blogs.

2. The page displays all of the blogs in the course. If this is a new course,
there are probably no blogs.

3. Click on the Create Blog button. The Create Blog page is displayed.
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4.

9.

In the Blog Information area, enter the Name and Description fields for the
blog. Students will see the name when the blog is listed on the Blogs page.
They will not see the description until they click and select the blog.

In the Blog Availability area, set the availability of the blog. Even if you
make this blog available to students, if you don't create a link to the blog,
students will never see it.

For now, make the blog available and we'll create a link to it later.

Under Blog Participation, if you select Individual to All Students, each
student will get their own blog. If you select Course, this will create just
one blog, which all the students can post on.

Under Blog Settings, there are settings to enable users to edit and delete
entries and posts. If you enable this, users can edit/delete only their own
posts and comments.

Under Grade Settings, you can assign a number of grade points to the blog.

10. To save your work and create the blog, click on the Submit button.

Making blogs available to students

When you create a blog, a link to it will always appear on the Blogs page. If you want
a link to it on a Course page, you will need to add it to the page. Each procedure is
covered in the rest of the chapter.

Adding a link to the Blogs page

If you give students a link to the Blogs page, they will see a list of all of the blogs in
the course.

To create a link to the Blogs page on Course Menu, perform the following steps:

1.

From the Add Menu Item menu, select Create Tool Link:

ﬁm g N

Create Content Area

Create Blank Page
Create Toal Link .
Create Course Link {?
Create External Link
Create Module Page
Create Subheader
Create Divider
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2. The Add Tool Link dialog box is displayed. In the Name field, enter
the name for the link. Students will see this in Course Menu.

3. From the Type drop-down list, select Blog.
Mark it as Available to Users.
5. To save the link, click on the Submit button.

Remember that while the link you create will display whatever name you enter,
the Discussion Board page will always have the title Blogs displayed at the top:

Introduction to the Oceans {(Demo for Blackboard Essentials Edit Mode is: | ON [
Book)
Blogs
Boocsn |
- -
w = Introduction to b % BIOQS
the Oceans [
€ [Cemoltor Blogs are an open communications tool for Students to share their thoughts I
@ Blackboard Wiare Hel
Essentials Book) miore Belp
Create Bleg
Display Blogs [ Al Blogs =] I
<
- \
> Delete | Availability I
[ Hame Type Last Modified Date Entries
. Coursewide Blog | ¥ Course 175112 1:59 PM 1]
Control Panel r i
- Content Collection l' Water Walks | ¥ Individual 1/7/12 8:55 PM 0
- Course Tools “ Delete | Awailability

-+ BEvaluation
+ Grade Center

Displaying 1t02 of 2 items | Showe All | Edit Paging..

(IR PR I SR,

«| | B

[97]




Blogs and Wikis

Creating a link to a blog

You can link directly to a blog. When a student clicks on the link, he/she is taken to
the blog. Note that the thread crumbs at the top of the page show that the Blogs page
is one level higher than this blog:

ir Blackboard Essentials Book)  Diogs » Water Walks: William Rice

?»:] Water Walks -

jon to the Oceans (Demo for Blackboard| grade assigne
Create Blog Entry

| View Drafts

Instructions | Alignments About this Blog
‘Within walking distance of our school, we have a beach, a saltwater marsh, and an aquarium. Your - Type: Individual Blog
assignment is to visit each of these for a total of five visits, and write a blog entry for each visit. Your entry Author: William Rice
must be at least 100 words. Extra credit for leaving comments in other student's blags Entries:

ntries: 0

Comments: 0
More Blogs

Show Empty Elogs
William Rice ()

Index

% Indicates New Entries

@ Indicates New Comments

Indicates activity that Needs Grading
2 Indicates activity that is In Progress

Students have a habit of exploring parts of the course that we might not be ready to
reveal. So if there are blogs in the course that you don't want students to see yet, set
their availability so they won't display on the Blogs page.

To add a link to a blog in Content Area, perform the following steps:

From Course Menu, select the Content Area to which you will add the link.
From the Build Content menu, select Add Interactive Tool | Blog.

The Create Link: Blog page is displayed.

Select the radio button for Link to a blog.

Select the blog you want to link to.

Click on the Next button.

NSOk »®N e

Another page is displayed. On this page, you will enter the text and settings
for the link.

8. Inthe Link Name field, enter the name for the link. This will be displayed to
the user.

9. Inthe Text field, enter a description for the link. You might consider copying
the description from the blog and pasting it here.
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10. Set Availability of the link.
11. Click on the Submit button. The link is added to the page.

You can also create a link to a blog in Course Menu. If you place the link in Course
Menu, then the blog should be one that is relevant to all parts of the course. For
example, you would probably not place a link to a blog that has been used for just
one unit in the course, but you might place a link to the coursewide blog.

To add a link to a blog in Course Menu, perform the following steps:

1. From the Add Menu Item menu, select Create Course Link:

@Drﬁﬁ

Create Content Area

Create Blank Page
Create Tool Link
Create Course Link
Create Ex‘ternstzmk
Create Module Page
Create Subheader

Create Divider

2. The Add Course Link dialog box is displayed. In the Name field, enter the
name for the link. Students will see this in Course Menu.

3. Click on the Browse button. Another pop-up window is displayed, which
shows all the assets in the course that you can link to:

B Glocon] o

Add Course Link uction to the Oceans
& Location:  [ntroduction to the O Growse |7 Select Course Link: Introduction to the Oceans (Demo.., = |2 X |
 Mame: |WaterWaIk5 ‘ B https:/fwww, coUrsesites.com fwebapps blackboard/execute foourse foolrselap
[ &vailable to Users . -
20 =

Cancel | | Submit Select Course Link: Introduction to the Oceans {Demo for
Blackboard Essentials Book)

=-E5) Introduction to the Oceans
=1-E5) Physical Properties of YWater
E5) Chermical Properties of Water
B why does a stone sink in water?
B Awater molecule
Course Tools [ Whatis 2 Wave

Control Panel
Content Collection

S3=M |=

@ Homepage

Evaluation A [B welcome to Oceans

Grade Center ° - B Groundwater Use and Overuse

Lsers and Groups . B water Walks

Customization E [ Assignment: Take an Inventary of Your Water Usage
Packages and Utilities . D) [ Discuss Your Water Inventory
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4. Select the blog to which you will link. In our example, we will select
Water Walks.

Mark it as Available to Users.

To save the link, click on the Submit button.

Know the name of the asset that you want to link to.

M You can use this technique to link to any asset in your course.
Look at the screenshot in step 3 of the preceding procedure, and
Q you'll see that all of the Course Assets show up on the list of
possible links. However, they all have the same icon. So, don't
depend on being able to tell what kind of asset it is, from this list.

Managing a blog
Now that you have created a blog and your students are posting on it, you can
start managing the blog. Blackboard offers several features for this.

Grading blogs

While you are creating a blog, under Grade Settings you can assign a number of
grade points to the blog. For a forum, you can assign a grade for the entire forum,
or just for one thread in the forum. For a blog, you can assign a grade (a number of
points) for the entire blog.

There will probably be multiple students who contribute to a blog. When you grade
a blog, you are giving a grade to just one student at a time.

To grade a blog, perform the following steps:

1. Select the blog that needs to be graded.
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From the column on the right-hand side of the screen, select the student
to be graded:

% Water Walks -

If 2 Elag or Journal can be graded, a grade assigned to an individual member is applied only ta that
individual. Mare Help

Create Blog Entry

Instructions | Alignments About this Blog

Within walking distance of our school, we have a beach, a saltwater x Type: Individual Blog
marsh, and an aguarium. Your assignment is to visit each of these far Author: William Rice
a total of five visits, and wirite a blog entry for each visit. Your entry must

- h - Entries: 0
he at least 100 words. Extra credit for leaving comments in other niries
student's hlogs. Comments: [
More
Blogs

Hide Empty Blogs

Sally,Student (1) % &
% E

Sarmry Student (1) =

Suzy Student [0)
William Rice (0)

Index

% Indicates Mew Entries

) Indicates Mew Comments
[ Indicates activity that
Needs Grading

= Indicates activity that is
In Progress
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3. The system will display all of the entries and comments that the selected
person has made in this blog;:

% Water Walks

If 2 Elag or Journal can be graded, a grade assigned to an individual member is applied only to that
individual. More Help

Instructions | Alignments

Within walking distance of our school, we have a bheach, a saltwater
marsh, and an aguarium. Your assignment is to visit each of these for
a total of five visits, and write a blog entry for each visit. Yaour entry

About this Blog
Type: Individual Blog
Author: Sally Student

Entries: 1 1 New

must be at least 100 wards. Extra credit for leaving comments in

other student's blogs. Comments: 0 New

Blog Grade

Edit Grade
71 Beach Walk Mew Grade for: Sally
Posted by Sally Student at Monday, January 9, 2012 4.26:57 PM EST Student

Grade: - out of 5

Cin the way home from school today | took the lang way and walked an Grade Date:
the beach for about four blocks. | think it was low tide because there rade Date: -
was a lot of seaweed an the beach and the water was pretty far away Feedback:

from the lifeguard stands. The heach in winter doesn't have any smell
really. Just a little salty smell. There are some grasses growing on the
dunes and | wander if they drink salt water? Does the acean water ever
reach those grasses?

Grading Notes:

More
Blogs

Comments: 1 MNew Comment

Hide Empty Blogs
Sally Student (1) %
@®
Sarmy Student (0) [E

q

Suzy Student (1)
r Williar Rice ()

Index

= January 2012(1)

Beach YWWalk %
@

4. Click on the Edit Grade button.
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5. Enter a grade for this student, for this blog:

About this Blog
Type: Individual Blog
Author: Sally Student
Entries: 1

Comments: 0

EBlog Grade

Current Grade Value
out of 5

Feedback

Great entry,

very

descriptive. |
abg
v

Grading Motes
Use this as
example for
next class. P
abc
'

Text Editor
Cancel Save
Grade

6. The student will see the note that you enter into the Feedback: field. It will
be displayed, along with the grade, on the student's My Grades page:

# Introduction to

the Oceans
(Demo for
Blackbhoard Last Last

Essentials Book) ttem Alignments g:ﬁa Student Instructor Grade ;E‘snstisble Comments

Narna Activity Activity

Weighted

waste Aligniments - 1

Great entry,
vary
descriptive.

Jan g, Jan 13,
Alignments 2012 2012
4:26 PM 12:25 AM

=
=
=
o

Icon Legend

[103]



Blogs and Wikis

7. The student will not see what you enter into the Grading Notes: field. It will
be seen only by the teacher. For example, you could use this to leave a note
for yourself or for the next teacher.

8. C(lick on the Save Grade button.

Even after saving the grade, you can go back and edit the grade. Just click on the
Edit Grade button again. The history of the previous grades will be viewable to

the instructor.

Later in the book, we'll see how the Grade Center works. From there, you can edit

this grade.

Deleting and editing entries and comments

When you created a blog, the settings under Blog Settings could be used to enable
users to edit and delete their own entries and comments. As the teacher, you can
always edit/ delete your students' entries/comments.

To edit/delete a blog entry/comment, perform the following steps:

1. While logged in as the teacher, select the blog and then the student.

2. To delete or edit a student's entry, click on the Menu icon next to the entry.
A pop-up menu appears, with the options — Edit, Mark as New, and Delete:

% Beach Walk
FPosted by Sally Shu

On the way home
four blocks. | think| 1/ 35 Mew
water was pretty f{ - Delete he beach in winter doesn't have any
smell really. Just a
wonder if they drink sall waier? Does the ocean water ever reach those grasses?

Seb:57 PMEST

Edit
{r? ay and walked on the beach for about

a lot of seaweed on the beach and the

omreyrasses growing on the dunes and |

What happens to comments when you delete a blog entry?

When you delete a blog entry, the comments underneath it
are deleted as well.

3. To delete a blog comment:

o

Click on the Comments: 2 link to reveal the comments underneath:

Commentsg' 2
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[e]

Click on the Delete icon next to the comment that you want to delete:

Comments: 2 Comment

Sammy Student said...%
Monday, January 9, 2012 4:28:32 PM EST

Sally did the grasses have seashells around them? If not then | think the ocean doesn't
come up as far as they do.

At the pop-up message asking if you want to delete the comment,
click on it to confirm the deletion.

Q You can delete comments, but you cannot edit them.

When you delete a student's blog entry, and the student returns to the blog, the
student might be confused by the missing entry. Instead of deleting blog entries,
consider asking the student to edit them. Deleting a student's content can discourage
further contributions from that student. If you absolutely must edit or delete the
entry yourself, communicate with the student directly and explain why you want to
do so. You can also consider replacing the content of the entry with something such
as [This entry deleted by the teacher], as shown in the following screenshot:

[FEeRR e~ _lolx]

‘ EA Blackboard Learn [T] =

\(_—/’\ % [mcoursesites com  Fitps . coursesites. com webapps oor t 0- C‘][ - Bing ):'] @S B8

Introduction to the Oceans (Demo for Blackboard Essentials Book) Blogs > Water Walks: Sammy Student

Dr:

# Introduction to »
the Oceans

{Demao for
Blackboard Create Blog Entry

Essentials Book)

ﬁ Water Walks

T

Instructions #* About this Blog |
within walking distance of our school, we have a beach, a saltwater marsh, x Type: Individusl Blog I
and an aguarium. Your assignment is to visit each ofthese for a total of five Author: Ssmimy Studert

vigits, and write a blog entry for each visit. Your entry mustbe at least 100

Entries: 1 1 New
< words, Extra credit for leaving comments in other student’s blogs.

Comments: 1

# Blog Grade

Grade for: Sammy

T Just Testing New Studentt

Posted by Sarmmy Student at Friday, January 13, 2012 9:50:22 AM EST Grade: --outof 5
Last Edited:Friday, January 13, 2012 9:51:15 AM EST Grade Dater -
[This entry deleted by the teacher] Feedback:

# More Blogs <

>
» Comments: 0 Comment
P hd
4 | »
e <3

== %
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About wikis

Blackboard enables your students to collaborate on a wiki. A wiki is usually a group
writing project. While it is rare, you can create a separate wiki for each student. More
commonly, you can separate students into groups, and then have a wiki for each
group. So each wiki that you create can be for the entire class, for a group within the
class, or for an individual.

In this section, we'll see how to create a wiki for the class. Groups are covered in
Chapter 8, Working with Groups. After you know how to create and manage a class
wiki, you will have the background needed to work with group wikis.

Just like every course has a Blogs page that lists all of the blogs in the course, and a
Course Discussion page that lists all of the forums in the course, every course has a
Wikis page that lists all of the wikis in the course. When you first create a course, a
wiki might already be created for you. It depends upon how your administrator has
set up the new course template.

Creating a wiki
By itself, the Wikis page is of no use. To give students a wiki, you must create at least
one wiki on this page.

To create a wiki, perform the following steps:

1. Select Course Tools | Wikis.

2. The page displays all of the wikis in the course. If this is a new course, there
are probably no wikis.

3. Click on the Create Wiki button. The Create Wiki page is displayed.

In the Wiki Information area, enter the Name and Instructions fields for the
wiki. Students will see the name when the wiki is listed on the Wikis page.
They will not see the instructions until they click and select the wiki.

5. In the Wiki Participation area, you will determine if students can edit the
wiki. Even if you make this wiki available to students, if you don't select
Open to Editing, then students will be able to see it, but not edit it.

6. For now, make the wiki available, and we'll create a link to it later.
Under Grade Wiki, you can assign a number of grade points to the wiki.

To save your work and create the wiki, click on the Submit button.
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N So I created a wiki. Now what?

Q If you don't create a link to the wiki, your students will never see it.
In a later section, you will see how to create a link to this wiki.

Adding a link to the Wikis page

If you give students a link to the Wikis page, they will see a list of all of the wikis
in the course.

To create a link to the Wikis page on Course Menu, perform the following steps:

1. From the Add Menu Item menu, select Create Tool Link:

ﬁ 5] g N

Create Content Area

Create Blank Page
Create Toal Link §
Create Course Link {:J
Create External Link
Create Module Page
Create Subheader
Create Divider

2. The Add Tool Link dialog box is displayed. In the Name field, enter the
name for the link. Students will see this in Course Menu.

From the Type drop-down list, select Wikis.
Mark it as Available to Users.
5. To save the link, click on the Submit button.

Remember that while the link you create will display whatever name you enter,
the Wikis page will always have the title Wikis displayed at the top.

To add a link to a wiki to a Content Area, perform the following steps:

From Course Menu, select a Content Area to which you will add the link.
From the Build Content menu, select Add Interactive Tool | Wiki.
The Create Link: Wiki page is displayed.

Select the radio button for Link to a wiki.

SANE S

Select the wiki that you want to link to.
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6. Click on the Next button.

7. Another page is displayed. On this page, you can see the Name and
Description fields for the link. They are copied directly from the wiki.
You can leave them as it is, or edit them.

8. In the Link Name field, enter the name for the link. This will be displayed
to the user. It should already be filled in with the name of the wiki.

9. Inthe Text field, enter a description for the link. It should already be filled
in with the description from the wiki. You can edit it or leave it as it is.

10. Set Availability of the link.
11. Click on the Submit button. The link is added to the page.

Summary

Both blogs and wikis offer a place for your students to build a body of knowledge.
Since blog entries are ordered in time, blogs work best when you want the student
to document the journey of building their knowledge. However, remember that
Blackboard does not give you the ability to automatically gather all the blog entries
about a topic in one place. So while it is easy to see the gathering of knowledge
over time, it is not as easy to see the final result of that gathering. As wiki entries
are organized as per page, they encourage the categorization and organization of
knowledge. If seeing the result of the gathering of knowledge is more important
than seeing the journey, then consider using a wiki.

One way to take advantage of both tools is to start by using a blog. Have the students
blog about an area of study. Encourage (or require) them to read and comment on
each other's entries. After students have built a significant body of knowledge in
their blogs, make a coursewide wiki available to them. You can start creating pages
in the wiki for the categories and subjects that they have blogged about. Then, have
the students add their knowledge to the wiki.

In the next chapter, we'll cover the assignments activity.
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In this chapter, we will discuss how to create assignments where the student
must submit or upload a material for the instructor to review. You will learn
how to review and respond to the files that students submit.

In this chapter, you will learn the following;:

e Creating an assignment, which has a file that the student must download

e Receiving notification that a student has submitted a completed assignment
e Grading the assignment

e Sending feedback to the student

About assignments

An assignment is essentially an activity where the instructor tells the student,
"Go do this, and then submit proof that you've done it". Optional features enable
the instructor to supply the student with a file, to upload a file, and to submit
both feedback and comments. Blackboard will create a link in the assignment,
for the student to upload material to the instructor.

Every assignment must have instructions and a student submission. The
instructions are entered by the instructor when (s)he creates the assignment.
The student submission can be material that the student types directly into the
assignment-feedback form, or something that the student uploads (such as a
word document or picture).

The instructor can give a student feedback on the student's submission. In return,
the student can give the instructor feedback on the assignment. Instructors can
also allow multiple submissions, so the student has multiple tries to get it right.
No matter how many trials the student takes, or how many files the student
uploads, the instructor will give only one grade to the student.
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Adding an assignment

To add an assignment to a Content Page, follow these steps:

1.
2.

Select the Content Page to which you want to add an assignment.

Select Create Assessment | Assignment. The Create Assignment page
is displayed.

Both the Name and the Instructions fields that you enter will be displayed
on the page with the assignment, as shown in the following screenshot:

E L, Take an Inventory of Your Water Usage

Attached Files: [ Water Inventory Assignment rif (66 63
KEB)

Download the form for this assignment. Use it to record approximately how much water
you use at home each day. Do this for four consecutive days, then upload the form
back into this assignment.

\ In the preceding example, the instructor tells the student to
~ download a file. You might want to remind the students to
Q create a folder on their computers to hold all the material
that they download from the course.

4. Under Attached Files, you can add any files that you want the student to

download and use in the assignment (this is optional). These can be files
that you want the student to modify and then upload (such as a form to

fill out), or files that contain instructions for an activity (such as instructions
for performing an experiment), or source files that the student will use to
create something (such as some raw video footage).

If the student will complete the assignment while (s)he is online, enter the
instructions into the Instructions area as shown earlier. If the student will
complete the assignment while (s)he is offline, consider supplying the
student with printer-friendly instructions that (s)he can download.

Blackboard will allow the student to upload files up to 100 MB in size.
The Grading and Availability sections contain standard options.

If you enter Due Date for the assignment, it will not appear on the Content
Page (see the preceding screenshot). However, it will appear in several other
places. When the student enters the assignment, the due date will appear on
the assignment page:
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Paoints Possible 8

Upload Assignment: Take an Inventory of Your Water Usage

1. Assignment Information

Download the form for this assignment. Use it to record approximately how
much wiater you use at home each day. Do this for four consecutive days,

MName: Take an Inwventory of Your Water Usage
Instructions

then upload the farm back into this assignment.
Due Date July 31,2012 12:00:00 PM EDT

Assignment Files Water Inventory Assignment itf (Water Inventory Assignment 1)

[ Cancel ” Save as Draft |m

The due date will also appear in the student's To Do block. Usually, the To
Do block is added to the course's home page, and also to the student's home
page. In the following screenshot, you can see the assignment in the To Do
block of the course's home page. Because it was recently added, you can also
see the assignment in the What's New block:

Homepage

My Announcements =

Mo Course Announcements have heen posted in the ast 7 days

My Calendar ¢

Mo calendar events have been posted for the next 7 days.

]

What's New

Edit MNotification Settings Actions v

To Do -

Edit Motification Settings

Assignments (1)

Take an Inventory of Your Water Usage

+ Blogs (0}

“Discussion Board (1)

Last Updated: January 26, 2012 4:22 P

What's Past Due Actions
< All Items (0)
What's Due Actions «
Select Date: | 01/26/2012 Go

Today (0)

Nothing Due Today

s Tomorrow (0)

“ This Week (0)

Future (1)

Take an Inventory of Your Water Usage

- Due 0773112

Last Updated: January 26, 2012 £:22 PM
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And finally, Due Date will appear on the student's My Grades page:

@) hitps//wws O - @ G X

@ Convert v PHSele LEXMARK +

" CourseSites meLr  Locour suark | [f () A

Intro_to_Oceans_DemoE3 Resources

My Grades
Introduction to the
Oceans (Demo for
Blackboard Essentials
Book)
Homepage =
Infroduction to the Oceans
Jan 2,
Course Discussions Where did you waste 2012
water today? Alignments 11:57 an
Our Course Calendar Al
Course Policies Jang
o 2012 -
Open Q&A Water Walks Alignments 408 ]
Wikis P
Blogs Jan 19,
P 2012 =
Our c =3
Groups Our Beach Alignments 301 ,,1
PM
Tasks
CourseSites Live May 1, Try these tips for sa_ving W
Take an Inventory of i May o912 May1 shower: http://www livestrc
ror Wter L ignments. 21, . 2012 6.00/8 . o
Your Water Usage 2012 2:02 2:02 PM -water-saving-tips-in-the-s
PM
My Groups
4 = - = m [3

The due date has no effect on the availability of the assignment,
M or the student's grade. It is for informational purposes only. If
Q you want Blackboard to limit the time period for which students
can submit an assignment, use the Availability setting to make
the assignment available only during a specified time.

7. Under Recipients, determine if this assignment will be graded individually
for each student, or for a group.

8. Click on Submit to save your work.
The assignment is added to the course. You don't need to do anything to make the

assignment appear within the Assignments page and the To Do block. And, you
can create a link to the assignment on the pages of your course.
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Responding to an as

Most of this book is written from the c

sighment

ourse creator's and instructor's point of view.

But in this section, we will see an assignment from the student's point of view.
This will enable you to determine how the choices you make while creating the
assignment will affect your students' experience.

Not all assignments will require the student to download or upload files. However,
these instructions include these steps so that you can see a more complete example

of a student's experience:

1. Select the assignment. You might select it from Content Page that the
assignment appears on; or select it from the To Do block, or the What's

New block.

2. The student sees Name, Instructions, Due Date, Points Possible (if any),
and Assignment Files (if any).

Al

If the assignment has files that the student must download,

the student to click on the file to download it. Then there will be

‘Q consider mentioning this explicitly in the instructions, asking

no doubt that the student knows how to start the assignment.

3. In our example, the student clicks on the assignment file. Note that the way in
which the download happens will vary, based on the student's browser. For
example, Internet Explorer will usually launch a pop-up window showing
the download's progress, while Google Chrome will usually add a tab at the
bottom of the browser window, showing the download's progress:

ARE

0| Blackboard Learn | =2 coursesites.com

| Fle Edit View Favorites Tools Hep

ﬁor Blackboard Essentials Book) GChoose atheme: [ETTTE LTI B

nInventory of Your Water Usage

@ Take an Inventory of Your Water Usage

Download the form for this assignment. Use it to record approximate:
use at home each day. Do this for four consecutive days, then uploa
assignment.
Aftached Files: |3 water Iveniory Assignment rif (66 63

KB)

K]

) e veneeey .t

Open
Aways cpen fles of this type

Show In folder

windows Internet Explorer

What do you want to do with Water Inventory
Assignment(1).rtf?

Size: 66.6 KB
Type: Microsoft Word 97 - 2003
From : wnw.colrsesites.com

< Open
The fle won't be saved automatically.

<» Save

X
<> Save as

Cancel
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4. The student will usually work on the file outside of Blackboard. To make it
easier for the student, include the instructions for using that file in another
file; that is, when the student downloads the file, (s)he should also be
downloading the instructions for using the file:

@ = 1 Mormal - - & Ga|s Water Inventory Assignment(1lirtf [Compatibility .. = B =
Home  Inzert  Page Layout  References Mailing s Review  View  Developer  Add-Ins = (7]
&

WATER INVENTORY Y

Directions: Record approximately how much water youuse at home each day, Recordyourresultsin

the table below, Use the gallons per use column to estimate how much water vou used conducting each [
activity, For example, if youflushed the toilet 3 times in one day, youwould record 15 gallonsin the

third colummn (5 gallons per use; used 2 tmes). Then answer the questionsbelow.

Activity Gallons per Use Total Gallons Used in 1 Day

Flushing the tailet (older) 5 =
Flushing the toilet (water-saving 2

design)

Bathin the tub 35

5 minute shower 25

Brushing teeth with water 5

running

Brushing teethwith water not 0.5

running

Washing dishes withwater 20

running

Washing dishes withoutwater 10

running

Using diskwasher 20

Cooking/meal preparation 5

Top-loadingwasher 20

Front-loadingwasher 10

S
Please address the foilowing. Be sure to explain youranswers! EY
o

1. How mary total gallons of water did vou use inone day [add up all the numbers in the third column to =
4 [ i J >
Page: 1 of 1 | Words: 221 | BlE &z = 9% (= [ (+

5. In our example, the student will modify the file, and then upload it
to the assignment. Note that the student can also include notes with
the submission:
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2. Assignment Materials

Submission

Text Editor is:

X |

‘|N0|ma\ ;” |Ana|

| B 7 U oae| m

-ahvcx *ﬁhﬁ & K Cu

POJAESZ | xeoOsE R

| B &=

Wow | take long showersl!

“ Path: body

Attach File

Attached files
File Name

[1 Water Inventory Assignment

Browse My Computer

p——
==

Link Title

Browse Content Collection

(1).rtf

|Water Inventory Assignr]

Do not attach

Student submissions appear in the instructor's Grade Center, under

Needs Grading:

«wg| Needs Grading

Instructors can view attempts ready for grading or review on the Needs Grading page. Click
Grade All to begin grading and reviewing immediately, or sort columns or apply filters to narrow

the list. More Help

Grade All

| Filter

Category ltem

User X

|All Categories ~| |All tems

=] |AnUsers

=

Date Submitied

Any Date ~ & Go
Enter dates as mm/ddAvyyy
3 total items to grade.
Category Item Mame %ﬂ " Date Submitted ; %
Discussion  WWhere did you waste water today? Sammy January 2, 2012 11:57:00
¥ Student Al
Discussion  Wyhere did vou waste water today? Suzy Student  January 2, 2012 12:13:30
Y Phd
Assignment Take an Inventory of Your Water Samm31 February 2, 2012 121557 July 31,
IUsage Studen Fhd 2012
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7. When the instructor clicks on the student's name, the grading page for that
assignment is displayed. In this window, the instructor can offer feedback on
that submission. Near the bottom of the page, there is an Instructor Notes
section, where the instructor can enter notes that are visible only to the
instructors of this course:

1. Submission History

Attemnpt #1 { You are reviewing this attempt )

2. Review Current Attempt

Submission This is just my first day. Wow | take long showers!
Attached Files Water Inventory Assignment (190
Comments

3. Grade Current Attempt
e Grade l:l outof &

Feedback to User
Text Editar is: m
x E=|/a

‘abﬁéé_[h. o o @O FARLS | xS OO
“BED B B R

Try these tips for saving water during a shower:
http: et livestrong.comfarticle/ 15852 2-water-saving-tip s-in-the-shower/

A|Path: biody
[R— N —
e

Attach File Browese by Cormputer Browse Content Collection

4. Instructor Notes

8. The Grade section for the student appears in the Instructor Feedback area
of the assignment:
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2. Review Submission History

Submission ( February 2, 2012 12:15:57 PM EST)

Submission Materials
Submission Field : This is just my first day. Wow | take long showers!
Student Comments :
Attached Files : Water Inventory Assignment (1).rtf
Instructor Feedback
Grade : 6 out of 8
Comments :
Try these tips for saving water during a shower: http://www.livestrong.com/article/158522-
water-saving-tips-in-the-shower/
Attached Files :

Click OK to go back. Click Start New Submission to start new submission.
Start New Submission

Note that at this point, the student can start a new submission for the
assignment. This is because, when the instructor created the assignment,
(s)he allowed multiple submissions on the Creating Assignment page:

Availability

W Make the Assignment Available

This sssignment cannot be made svailable urtl iz sssigned to an individusl or groug of studerts.

MNumhber of Attempts ¢~ Allow single atternpt
¢ Allow unlimited atternpts

¢~ Murnber of attempts: D

As you can see, an assignment that allows multiple submissions gives the
instructor and student a chance to collaborate on the student's success.
Allowing multiple attempts also enables the student to resubmit in case
(s)he uploads the wrong file the first time.
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If you allow only a single attempt, and the student needs to resubmit the
assignment, you must find the original attempt in the gradebook and clear
that attempt. First, find the assignment in Grade Center and click on the
icon next to Attempt:

Grade Center : Assignments

grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate throug

Create Column Create Calculated Column Manage ~ Reports v

- Move To Top Email

Grade Information Bar

[[] student Sally a Lo
[[]/student Sammy 6.00 @
|:| Student Stanley n View Grade Details
[]/student Suzy a Exempt Grade
Selected Rows: 0
Atternpt 5112 [
w5 Move To Top Email

9. From this pop-up menu, select View Grade Details. In our example, there is
no grade for the attempt, but we still select View Grade Details. This brings
up a window where all the attempts for this assignment are listed:

User Sally Student (blackboard-demo-student3) >
Column Take an Inventory of Your Water Usage (Assignment) >

Current Grade:  Needs Grading [ out of 8 points = Exempt

Grade based on Last Graded Attempt
Due: May 21, 2012
Calculated Grade

View Attempts

Attempts Manual Override Column Details Grade History
Delete Last Attempt - GO
e Date Submitted (or . Feedback to Grading -
Date Created R Value ) Actions
Saved) User Notes
Grade Attempt

May 1, 2012 2:07:10 May1,2012207:40PM o Clear Attempt .
P (Meeds Grading)

lgnore Attempt
Edit Grade

10. Click on the Clear Attempt button to delete the attempt from the record.
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Summary

In this example, we had a student download a file, work with it, and then upload
the file into an assignment. But remember that assignments don't need to be done
online. An assignment can also be done in the real, physical world. For example,
you could instruct your students to build something and then bring it to class. Or,
you could instruct them to make a video and upload it to another site, or contribute
to www.wikipedia.org. The student doesn't need to upload anything for you to

be able to grade the assignment because Blackboard's Grade Center enables you to
give a grade to any assignment at any time. So whenever you need to instruct your
students to perform some kind of independent action, consider using an assignment.

In the next chapter, we'll learn how to build and use tests.
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Blackboard includes a robust testing feature. It is a flexible feature, so you can use
tests as an assessment, and as a teaching tool.

Blackboard enables you to add several kinds of questions to your tests. You can also
add media and descriptive pages. You can control the page breaks in a test, and
create several kinds of feedback. All of these features are covered in this chapter.
You could complete these steps in a different order. For example, you could create
questions first, create the test, and then add the questions to the test. The process
here is a common and easily understood method.

In this chapter, you will learn about the following:

e Creating a blank test

e Creating new questions

¢ Organizing questions into question pools

¢ Adding random blocks of questions to a test
e Adding question sets to a test

e Determining when to use random blocks, rather than question sets

Creating a test

Creating a test is a multipart process. The first part is to create a blank test. Next, you
determine the behavior of questions using Test Question Settings. The next part is

to create questions and add them to the test, using Test Canvas. The fourth part is to
add the test to your course, and select settings for that occurrence of the test.
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Creating a blank test

In this part of the process, you will create a blank test. Later, the test will need to be
populated with questions and added to a page:

1.
2.
3.

Navigate to the Content Page where you want to add the test.
Select Create Assessment | Test. The Create Test page is displayed.

Under the Add Test section, you can either select a test that has already
been created in this course, or create a new test. In this example, we will
select the Create button.

The Test Information page is displayed.

The Name and Description fields will be displayed on any page to which
you add the test.

The Instructions field will be displayed after a student selects and enters
the test.

Click on the Submit button. The Test Canvas page is displayed.

Determining the behavior of questions by
using Question Settings

The Question Settings page determines how individual questions behave:

1.

2.

Click on the Question Settings button. The Test Question Settings page
is displayed.

Selecting Provide feedback for individual answers enables you to create
different feedback, which will be displayed to the student, for each answer
of each question. You can use the feedback to explain why an answer is
correct or incorrect. This is a good option if you want to make the test a
learning experience.

The setting for Add images, files, and external links to questions enables
you to attach these items to the questions. The setting for Add images,
files, and external links to answers enables students to attach the items
to their answers.

The Question Metadata setting enables you to add descriptive information to
your questions. Students will never see this metadata. However, instructors
will see it. This metadata can be used when instructors are searching for
questions. In the following example, the instructor has assigned a category
and a level of difficulty to a question:
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Click Add to add a Category, Topic, Level of Difficulty, or Keywrord to the question. Click the X icon to remove 1. Click an exdsting entry to qecess @
corrplete list of Categorias, Topics, Levels of Difficulty, or Keywords.

Categaries Earth Science @ Add
Topics Mone | Add

Levels of Difficulty Low @ | Add
Keywards Mone | Add

5. Under Scoring, you can specify the default points for each question in the test.
However, you can change the number of points that each question is worth.

6. If you enable the setting for Specify random ordering of answers, be careful
about writing answers like "All of the above", because the order of the
answers will change.

7. To save your changes, click on the Submit button. This returns you to the
Test Canvas page. You are now ready to create and add questions.

Adding and creating questions on Test Canvas

The process for creating questions changes according to the kind of question you are
creating. In a later section, we will cover this process. Once you've created questions,
you can then present them in random groups:

1. To create a new question, select Create Question, and then select the type
of question you want to create. For more information about how to create
questions, see the section Creating Questions, later in this chapter.

2. If you want to use randomized questions, see the section Random Blocks
versus Question Sets, later in this chapter.

3. Save your test. You now have a complete test. However, it is not being
displayed to the students.

Adding the test to a page in your course

You need to add the test to a page in your course so that students can access it:
1. To add the test to a Content Page, select Assessments | Test. On the
Add Test page, select the test, and click on the Submit button.

2. The Test Options page is displayed. The Name and Description fields
that you enter here will be displayed to the students.
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Setting the Test Options page

The most common test options are implemented as follows:

1. Under Test Availability, you can choose Add a New Announcement for
this Test. If you enable this, an announcement that you have added the test
will appear in the Announcements block for the student. Note that it won't
have the due date of the test, but just an announcement that it was added:

What's New

Edit Motification Settings Actions

Announcements

Test Posted
Introduction to the Gceans (Demo for Blackboard Essentials Book)

2. Under Due Date, if you select the checkbox and enter a date, the due date
will be added to the student's To Do list:

To Do

Edit Notification Settings

What's Past Due Actions
All ltems
What's Due Actions
Select Date: [03/05/2012 Go
Today

Nothing Due Today

Tomorrow

Do you know the oceans? - Due 03/06/12

3. Under Self-assessment Options, if you remove the check mark from Include
this Test in Grade Center Score Calculations, then this test will only be for
self assessment. It will not be counted towards the student's grade for the
course. The instructor cannot see the student's answers.

4. Set the other options as desired, and then click on Submit.
Note that Test Options appears only when a test is added to a page.

Specific instructions for some of these steps are given in the sections that follow.
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Creating questions

Blackboard enables you to create many types of questions. The process for creating

these questions is similar for all types. Some details change, based on the type

of question. In the following screenshot, you can see the types of questions that

Blackboard supports:

Create Question wv

Calculated Formula
Calculated Mumeric
EitheriCr

Eszay

File Response

Fill in Multiple Blanks
Fill in the Blank

Hot Spot

Jumbled Sentence
Matching

Multiple Answer
Multiple Chaice
Cpinign Scaleilikert
Qrdering

Quiz Bowl

Short Answer

Truel/False

Re

In this section, we will look at what is common to the process of creating all types

of questions.

Navigating to the Test Canvas page

The Test Canvas page is where you add existing, and create new, questions.

If you are in the middle of creating a test, and you want to create a new question for
that test, you are probably at the Test Canvas page. If so, perform the following steps:

1. Select the Create Question drop-down list.

If you are not currently creating the test, you need to reopen the test before
you can add questions to it.

2. From the main menu, select Course Tools | Tests, Surveys, and Pools.

From the drop-down next to the test, select Edit.
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Enter the type, title, and question text

Options such as type, title, and question text are universal for almost all question
types, and can be entered as follows:

1. From the Create Question drop-down list, select the type of question that
you are creating. The Create Question page will be displayed.

2. Enter the Question Title field for the question. When instructors select
questions to add to tests, and see the grade reports for the questions, the
instructor will see this title.

3. Enter the Question Text field. This is the question itself, which the students
will see.

4. Immediately below Question Text, you will see fields for File, Action,
External Link, and Link Name:

= |G 5%

8 Blackboard Learn @ downloads at DuckDuc * L5
€« C | A htips://www coursesites.com/webapps/portal/frameset.jsp?tab_tab_group_id =nulléurl=%2Fwebapps®2Fblackboard%2Fexecute®ivy [ € 5 A
D mybusinessstory... @ Pinlt ¥ DesigriTek Modul... © + clipboard

Access cPanel W, © Fieldston Softwar.., Privacy Settings (® CourseSites by Bl... T CoLrse: Earth Sy...

e
CREATE COURSE HELF L[0SOUT sHARE | [f E3 N

My CourssSites | Intro_to_Oceans_Demo x

Guestion Title Where is the water?

Resources [RSFA

it
i c
% Question Text
it Tt Ettoris: [T |
! B e | [l =] | B I Uae|x < = 0§ & ‘
T E
Where is most of the Earth's water stored? =
Control Panel
Content Collection
Coutse Tools
Evaluation
Grade Center
Users and Groups
Customization
Packages and Utilties
Help <[Path: body
—e— |
File Chouse File | Mo file chosen
Action Creale a link 1o this media file_+ I
Lnktiams (I

If partial creditis allowed, each incorrect answer can specify what percentage ofthe total points should be given for that answer.

Angwar Numbering Unpercase Letters {4, B, C) =
Answer Orientation
)
‘ /3 Allow Partial Credit r

Shaw Answers in Random Order [~

i o

5. Note that you can attach a file to this question. If you do so, Blackboard
will either display a link to the file, or display the file on the page with
the question text. The Action drop-down determines whether the system
displays a link or the actual file.
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6.

If you add External Link to this question, Blackboard places the link below
the question text. The link name is entered in the Link Name field.

Further down the page, under each answer, and also under
each bit of feedback, you will again see the fields for File,
Action, External Link, and Link Name. If you fill these in as an
~ answer, they are displayed along with that answer. The student
sees the file or link while looking at the answers. If you fill these
in for feedback, the student sees them only if (s)he submits the
corresponding answer. Make sure you know whether you are
adding files and links to an answer, or to an answer's feedback.

Adding answers and answer feedback

For most types of questions, you enter answers that the student chooses or that are
compared to the answer that the student enters; for example, True/False, Multiple
Choice, Jumbled Sentence, and Matching. This section is for these types of questions.
Other types of questions don't have a list of answers that the student chooses from;
for example, Paragraph. If the question you are creating doesn't have Answer and
Feedback fields, skip this section.

1.

Under the Options section, there are several options that affect the behavior
of the question.

Answer Numbering determines if the answers will be numbered or lettered.

Answer Orientation determines if the answers will be listed across the page
(horizontally) or one after the other (vertically). If you intend to deliver this
course on a device with a small screen, consider listing the answers vertically
to avoid horizontal scrolling.

If this is a multiple-choice question, you can choose Allow Partial Credit for
some answers.

If you choose Show Answers in Random Order, beware of creating
questions with answers like "All of the above" or "The first two choices".

For Number of Answers, you are choosing how many answers to display in
the editor, and not how many answers the question will have. The question
will show as many answers as you will fill on this page. You can choose to
display eight spaces for answers on this page, but if you fill in only three of
them, the question will show three answers.

If there is a question where the user chooses an answer(s) from a list, then each
answer will have a radio button or checkbox next to it. On the first answer, this
is labeled Correct. Use this to indicate what the correct answer(s) is.
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8. The Answers field contains the answer that the student will see. Notice that
the editor enables you to enter and format text and equations for the answer:

= [=] &
https :/feresearch, masm < @) DreamHost Web Panel - Xf Blackboard Learn \:,
<« C A https://www .coursesites com/webapps,/portal/frameset.jsp?tab_tab_group_id=nullgwrl="2Fwebapps®%2F vy B ¢ O A
D mybusinessstar

@ Fnit ® DesignTek Modul.., @ + clipboard Access cPanel W, (@ Fleldston Softwar... B3 Privacy Settings -

—
armn Rice CREATE COURSE HELP LOGOUT SHARE | [ g N

Intro_to_Oceans_DemcBd  Resources

Answers

Select the number of answer choices, fill in the flelds wnith possible answers, and select the correct answer.
MNumber of Answers 4 -

Caorrect
ic Answer 1

Remove

“[rormal =] [3 =] [ania B ruo=e|=x<|=s=s=|B8

In the ocean.

“|Path: body
File Choose File | Mo file chosen
Special Action Creae a link to this media fle v
Wieh Link
Link Narme

« Response Feedback:

“[fiormal =] [5 =1 [ana El B ruae| x| E==HBJ

That's right! 97% of all the water on our planet can be found in the
oceans.

=l

¥ Show all downloads... %

T moode-atest-22 2D

9. Under Answers, you see fields for File, Action, External Link, and Link
Name. If you fill these in for an answer, they are displayed along with that
answer. The student sees the file or link while looking at the answers. By
default, you cannot insert a link or image directly into the answer (note that
the text editor for the Answers field doesn't have icons to insert them). But
you can attach a link, image, or other file using these fields:
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File Choose File |N0 file chosen
Special Action [creste a link to this media file | |
Wk Link T

Link Marne [Gtabal wiater Distribution

\ You can enable the ability to insert images and links
~ directly into questions and answers, under Question
Q Settings. While on the Test Canvas page, look for this
button in the upper-right corner of the page:

Test Canvas: Do you know the oceans?

The Test Canvas allows you to add and edit questions, add Question Setz or Random Blocks, reorder questions,

T Cuestion Setting ‘b

10. If there is a Response Feedback field, enter the feedback for this answer.

11. Once again, you will see the fields for File, Action, External Link, and Link
Name. If you fill them in as a response, then they are displayed along with
that response's feedback.

12. In the Feedback section of the question, you can create feedback that is
displayed when any correct and/or incorrect answer is selected. These
are especially useful for explaining the relevance of a question.

Adding categories, keywords, and notes

A common feature of questions is that you can tag them with metadata; that
is, you can add information about the questions, such as category, topic, and
keywords, as follows:

1. Under the Categories and Keywords section, you will see buttons for
Categories, Topics, Levels of Difficulty, and Keywords. Adding these
features makes it easier for yourself and others to find this question later.

\ Consider working with your site administrator and other users
~ to develop categories, topics, and keywords that are meaningful
Q to all the users in your organization. This information becomes

more useful when everyone agrees on the meanings.
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2. Under the Instructor Notes section, you can add notes that only other
instructors will see. Students will not see this information.

3. To save your work, click on the Submit button.

Blackboard takes you back to the Test Canvas page. The question that
you just added is displayed on the page:

Test Canvas: Do you know the oceans?

The Test Canvas allows you to add and edit guestions, edd Question Sets or Random Blocks, reorder questions, and
review the test. More Help

Create Ouestion ~ Reuse Question + Upload Questions

Description After working through the material on the Introduction to the Oceans page, test your knowledge with this

basic quiz.
Instructions
Tatal 1
Guestions

Total Points 10

Select pll Mone | Select by Type: I-QuegtignType- vI

Delete Paoints I Update Hide Question Details
[T 1. Multiple Choice: Where is the water?: Where is most of the Earth's water s...
k Guestion Where is most of the Earth's water stored?
Answer
@ In the ocean.

In the Arctic and Antarctic ice caps.
In the air, as clouds and airborne humidity.
Underground.

Correct Feedback

Glohal Water Distribution

Foints: 10

5. You can continue adding questions, or go back to edit this question by
clicking on the "check" sign next to it.

Other types of questions

The preceding example showed you a multiple-choice question. It demonstrated the
common features of Blackboard test questions. The following sections tell you about

some of the other types of questions available.
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Calculated formula questions

A calculated formula presents the student with a formula to solve. For each
student, it can present different values for the variables. For example, a calculated
formula question about the Pythagorean formula, could look similar to the
following screenshot:

2, solve for ¢

For the Egthagnrean farmula, 32 *22 =

The variables in this question, 3 and 2, could be different for each student.
Blackboard would calculate the correct answer for each set of unique variables.

Before we look at the step-by-step directions for creating a calculated formula,
let's look at the individual pieces of the question. After we understand the pieces,
we'll put them together into a finished question.

Suppose that we are testing our students on the Pythagorean theorem. We want
to test the students on the following formula:

@+ b7 =c?

We'll ask Blackboard to substitute values for the variables, so that our students
are presented with these formulas, as follows:

¥+ 4 =cand 5% + 122 = ?and 8% + 157 = ¢?

Notice that Blackboard substituted values for the variables a and b. We will ask
the students to solve for c.

When you create a calculated formula question, you first write the question that
the student will read. The question must contain the names of the variables that
Blackboard will give values to. In our example, the question text must contain the
variables a and b. So while creating the question, we would enter the following:

Add question text that includes variables In square brackets fof corresponding to v
because answer sets are automatically calcwlated. Variables must constst of letter.
calculate answer sets and provide response feedback.

Guestion Title IPythagorean Theorem
Guestion Text
“[Hormal | |3 vl | Awrial = | B 1 U abe| % &

-

For the pythagorean formula, [a]2 * [b]2 =%, solve for c.
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And when the question is displayed, the student will see a page similar to the
following screenshot:

2, solve for o

For the pythagorean formula, 32 *22 =

Notice that when we entered the question text, we put a and b in brackets:

Add question text that includes variables in square brackets ] corresponding to w
because answer sets are qutomatically calowlated. Variables must consist of letter
calcwlate answer sets and provide response feedback.

Question Title IPy’thagorean Thearem
Guestion Text
“Ihormal -] |3 vl | awial | | B 7 U abe| % =

¥

For the pythagorean formula, [a]2 * [b]2 =, solve for c.

When we put a variable in brackets, we are telling Blackboard that we want the
system to replace that variable with a value. In the preceding example, when the
system displayed the question, it replaced a with 3 and b with 2.

Notice also that the text which is not in brackets is displayed normally. The variable
c is not in brackets, so the system does not give it any special treatment. It's just text.

We just established that when we put a variable in brackets, we are indicating that
we want Blackboard to replace that variable with a value. But what value? While
we are creating our question, we will specify a minimum and maximum value for
each variable.

After we write the text of the question, we must give Blackboard the formula for
calculating the answer. Whatever values Blackboard uses for the variables, when it
plugs them into the formula we give, the result should be the correct answer.

Again, here is our equation: a® + »* = ¢ Blackboard will plug in values for a and b.
It will then calculate c2. However, we don't want the student to enter c2. We aren't
asking the student to calculate c2. We are asking the student to calculate c.

So how do we write the equation so that, when given a and b, Blackboard calculates

the value of c? It is written as: va* + #°. With this equation, when Blackboard plugs in
values for a and b, it will calculate c. And then Blackboard can check the answer that
the student enters against its calculation.
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This is called Answer Formula. While creating our question, we will need to enter
this formula.

Let's look at the procedure step-by-step:

1.

From the Create Question drop-down list, select Calculated Formula.
The Create Question page will be displayed.

Enter Title for the question. When instructors select questions to add to tests,
and when they see grade reports for questions, they see the question's title.

Enter Question Text. This is the question itself, which the students will see.
When you enter the question text, put the variables that you want Blackboard
to replace, in brackets:

Add question text that includes variables in square brackets fxf corresponding fo w
because answer sets are qutomatically calcwlated. Variables must consist of letter
calculate answer sets and provide response feedback.

Question Title [Prinagorean Theorem |
Guestion Text
“Imormal - |3 'I | awial | | B 7 U abe| x

-

For the pythagerean formula, [a]2 * [b:l2 =%, solve for c.

Immediately below Question Text, you will see a field for Answer Formula. In
this field, create the formula that Blackboard will use to calculate the answer:

AR e — .
Answer Formula =% EHUIEI LOsin|

h! a*+b°

In Question Text, which you declared to Blackboard, these letters in brackets
will be the variables. In Answer Formula, you gave Blackboard the formula
that it will plug those variables into, and calculate the answer.

Under Options, you will specify the following:

How close to the correct answer the student must be, to get full credit:

‘ Answer Range +- Ig INumeric v”
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Whether you will allow partial credit:

[Mllow Partial Credit ~]

If you do allow partial credit, then how close to the correct answer the
student must be to get partial credit:

[ Partial Credit Range +F [o2 [Mumeric = ]|

If the student gets partial credit, what percentage of the full credit the
student will get:

Partial Credit Points |5g
Percentage

6. Click on the Next button to proceed to the next page:

Define Variables

‘ariable Name Minimum Value Maximum Value Decimal Places
1.a 1.0 J4.0 o =]
2.b 1.0 J40 o =]

Answer Set Options

Decimal Places for |1 vl

Answer

Mumber of Answer Sets |30
Correct Answer Format Im

Submit Information

Click Caleulate to generate new answer sets. Click Next to go to the next page, adjusting the number of answer sets as
required but without recalculating existing answer sets if answer sets have already been generated. Click Back to go back to
the previous page. Click Cancel to quit.

Go Back Cancel Calculate Next

7. Under Define Variables, set Minimum Value and Maximum Value for the
variable that you entered into Question Text. Also set the number of Decimal
Places for Answer allowed. When Blackboard presents the question to the
student, it will substitute values that are within the range you specify here
for the variables.
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10.

11.

12.

13.

14

Under Answer Set Options, one of the things you will specify is how many
unique combinations of variables Blackboard will generate. In the next step,
you will see all of the combinations that are generated, and have the chance
to delete any that you do not want.

Click on the Calculate button to generate the values for the variables:

a D Answer

3 Jh 32+0 | Remove

|2 |3 36+0 | Remove

h 2 22+0 | Remove

1
2
3 |3 |2 36+0  Remove
4

60 Remove

Remove

Remaove

Remove

Remove

©
=7
=7
Sk R = wow
P SR S
o o o o o

W W

Remaove

Note that the answers are specified as X.X + 0. The + 0 means that the system
requires an exact answer. This was specified on the first page of the question,
under Options, in the field labeled Answer Range. If you want to change
this, you can use the Go Back button to return to that page and change the
tolerance for the answer.

If there are any combinations that you do not want to present to the student,
click on the Remove button to remove them.

Under the Feedback section, you can enter feedback for the correct and
incorrect answers.

Under the Categories and Keywords section, you will see buttons for
Categories, Topics, Levels of Difficulty, and Keywords. You can use them
to add metadata to your question.

Under the Instructor Notes section, you can add notes that only other
instructors will see. Students will not see this information.

. To save your work, click on the Submit button.

Calculated numeric

When

presented with a calculated numeric question, the student must answer with

a number. But unlike the calculated formula question, all students will see the same
formula with the same numbers. Therefore, the correct answer will be the same for

all the

students.
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Either/Or—True/False, Yes/No, Right/Wrong,
Correct/Incorrect

This option can be used to create a True/False, Yes/No, Right /Wrong, or Correct/
Incorrect question. If you need to create a question that has only two choices, and
you cannot use the answers given here, then you'll need to create a multiple-choice
question and write your own answers.

Essay

The Essay question presents the student with a Question and Text field to enter an
answer. Alternatively, it can present a sample answer. It must be graded manually.
The student can type into the Answer field, or copy the answer from another
document and paste it into the Answer field.

Describe the water cycle, and discuss the ocean's part in the cycle
“wormal =] [3=] [arl =l |B 7 0= < | EEFE|B A|IE = EE
ce Y Il & v QO JARS|IGGEOCOSE

If you want the student to submit something that (s)he has already written, consider
using a File Response question instead. Then, the student can just upload the
document, instead of copying and pasting its contents.

File Response

Students answer a File Response question by uploading a file from their computer,
or from Content Collection. It is graded manually.

A student can upload any kind of file, and not just file types that are recognized
by Blackboard. In this case, Blackboard is just the tool that carries the file to the
instructor. Think of it as similar to an attachment for an e-mail message.

Filling in the Blank and Multiple Blanks

In Blank and Multiple Blank questions, you write question text that has one or more
blanks. The student must type the correct answer(s) into these blank(s).
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When you create the question, you specify where the blanks are using brackets,
as shown in the following screenshot:

Question Text

“|Normal = |3' Arial 'l | B I U ake| x & ||=

I}
(i
]
=
]
I
i

-

‘EEORE BE

Heat from the sun causes water molecules to [evap] from Earth's surface. Evaporation leads to an
increase in atmospheric water vapor, which eventually triggers [cond] and clouds form.

In the preceding example, we created two variables. One is called evap and

the other is called cond. While creating the question, we will specify the correct
answers for these variables. In the following example, note that we entered a
common misspelling for the variable as the correct answer:

Number of Answers |2 |« Answer 1 Ievaporanon Remaove Answer 2 Ievaperatlon Remave

To the student, the question will look similar to what is shown in the following
screenshot:

Heat from the sun causes water molecules to I from Earth's surface. Evaporation leads to an

increase in atmospheric water vapor, which eventually triggers | and clouds form

Hot Spot

A Hot Spot question presents the student with some question text in the Question
Test field and an image. The student must click on the correct area of the image.

When creating this type of question, you will upload the image. Then, you will drag
your mouse on top of the image to specify the hot spot. A hot spot must be a rectangle;
no other shapes can be specified. There can be only one hot spot in the question.
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As you drag your mouse to create the hot spot, Blackboard shows you the
coordinates. From this, you can see how large the hot spot is, in pixels:

Top Left Coordinates 206, 332

Bottom Right Coordinates 277, 345

In the preceding example, the hot spot is 71 pixels wide and 13 pixels high. Most
desktop monitors display between 96 and 120 pixels per inch. On most desktop
monitors, this hot spot would be about 0.7 inches wide and 0. 13 inches high. When
creating a Hot Spot question, determine how large the image and the hot spot will
be for your intended students. Will it be large enough so that your students can
accurately click on the hot spot with the first click? You can use the following list

of pixel sizes to determine what size of your images and hot spots will be shown:
http://en.wikipedia.org/wiki/List of displays by pixel density.

Jumbled Sentence

A Jumbled Sentence question displays a sentence with one or more drop-down lists
embedded in the sentence. The user selects the correct word from the drop-down list.
Some systems call this a cloze question.
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Matching

In a Matching question, the student must match items in one column to items in
another column. You can include different numbers of questions and answers.
It looks similar to what is shown in the following screenshot:

Match these terms with their definitions

[+~ | smooth, flat, muddy plains on the sea floor A. Continental Slope
extends beyond the steep continental slope. Itis B. Continental Rise

B more gently sloping and is composed of the C.Thermocline

c. sediments deposited by turbidity currents at the D- Abyssal Plains

D. base of the continental slope

|- - I area of the seafloor just beyond the continental
shelf, where the slope of the seafloor becomes
steeper

I-_z‘ boundary between surface water and deep water
in the ocean; layer in the ocean where
temperature changes very rapidly with depth

Multiple Answer and Multiple Choice

The Multiple Choice question requires the student to select one correct answer.
Multiple Answer questions allow the student to select one or several correct answers.

In a multiple-choice question, you can allow partial credit. The partial credit for all
of the correct answers must add up to 100 percent.

In a multiple-answer question, you can allow partial credit. In this case, the student
would need to select all of the correct answers to get 100 percent. Your question will
probably end with something such as "Select all the answers that apply".

In a multiple-answer question, you can also specify that several answers are 100%
correct. In this case, the student would need to select just one of the correct answers
to get 100%. Your question will probably end with something such as "Select any
that apply".

Opinion Scale/Likert

Opinion Scale/Likert question is most often seen on surveys. Students choose an
answer from a scale, which runs from lesser to greater. It could read something like,
"For this statement, choose whether you: disagree strongly, disagree somewhat,
agree somewhat, or agree strongly". While these questions are rarely used on tests,
they are popular for surveys.
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Ordering

The Ordering question type asks the student to place items in the correct order. The
student does this by selecting numbers from the drop-down lists next to each item:

Place these items in order, with 1 being the highest and 4 being the deepest

Surface Waier
Infiltration Layer
Water Table

[3 =]
1 1

2

s

When writing Question Text, be sure to explain what the numbers mean.

Quiz Bowl

Quiz Bowl questions can be fun, but also difficult to write. You give the student an
answer, and the student must respond by writing a question for that answer. For
example, you might give the student an answer such as "ions". Then, you might
expect the student to submit a question such as "What are charged atoms called?"

Quiz Bowl questions can be difficult to write because they are graded by the system.
Therefore, you must tell the system what words and phrases you are looking for in
the student's answer. The trick is to give the student an answer whose question is
very specific. For example, suppose you gave the answer "rip current"; there is so
much the student could write about rip currents, that it would be difficult to specify
all of the key words and phrases that apply to it. In general, if the student is to write
a long paragraph about a term or phrase, don't use that term or phrase as an answer
to a Quiz Bowl. Limit the answers to items that have short definitions and very
specific usage in your course.

Short Answer

A Short Answer question is like an essay question in two ways: the student enters
(or pastes) the answer into a textbox. And, it must be evaluated manually by the
instructor. The difference is that a Short Answer question requires you to specify
the number of rows in the textbox that the student uses.

Random blocks versus question sets

While creating a test, you can choose to add a random block of questions, and/or
a question set. Both features enable you to add a group of questions all at once.
However, they meet different teaching needs.
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Before we talk about the difference between a question set and random block, let's
look at the similarities:

e Both consist of a group of questions that you specify

e In both cases, when you add them to a test, you specify how many of the
questions from the group the test should display

e Both give you an easy way to add a specific group of questions to a test, to
randomize questions, and to reuse that group of questions on other tests

What is the difference then? Simply put, the main difference between random blocks
and question sets, is the source of their questions.

Question pools, the source for random blocks

A question pool is a group of questions that are chosen from the course. You can
filter the questions using multiple criteria. In the following screenshot, you can see
the search criteria, which you can use when looking for questions to add to a pool
to various categories — Pools, Tests, Question types, Categories, Topics, Levels of
Difficulty, and Keywords:

<3 Find Questions - Google Chrome

& https: /fww. colrsesites.com fuebapps fassessment/dofauthoringfaddQuestion?assessmentType=PoolRque:
te_Oceans_DemoE3 R ;I

Find Questions

Questions are organized by the Criteria listed on the page. Use the Criteria drop-douwn lists to
search for questions o add to the test. Click Submit to finish. Click Cancel to return o the previous
Dpage. More Help

5 > Pools > Pool Canvas : Oceans Review Quastions

Success: Oceans Review Questions created.

. . Criteria Summary
Pool Canvas: Oceans Review Questions 6o

AllPoals Al Tests

The Pool Canvas presents an inventory list of guestions that can be mand

change their points, or edit questions individually. More Help Browse Criteria Displaying 110 6 of 6 iterns
View
Create Question ~  Find Questions Upload Questions (e I
Reselto Default
i Question Source Source
(| Question Text . Puints
Pools Tyne Mame Type
Description
(R Wihere is the water?: Where  Multiple 10 Do you Test
nstrctons Tests is most of the Eartfi's water  Choice knawthe
Total Questions 0 stored? oceans?
Total Points o
Question types r Wihere is the water?. Where  Mulliple 10 Oceans  Fool
aelent on e rom the Create Quesion drap-down st is most ofthe Earth's water  Choice Questions
elect a question ype from the Create Guestion drop-down list I3
Categories stored
r aguifer. An is Filinthe 10 Doyou  Test
Topics an underground layer of Blank know the
permeable rock, from which oceans?
groun
Levels of Difficulty f
r aguifer. An ig Fillin the 10 Qceans Pool
K " an underground layer of Blank Questions
eywords nermeable rack, from which
roun
I Y ’
[l nlace groundwater lavers in - Ordering 10 D you Test
nrdder Thera are four lavers ko thi
Selected Questions: P

v
< | »
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A question pool can be exported out of your Blackboard system, and imported
into another system. This makes them a good tool for sharing questions among
Blackboard systems. Also, when you upload a batch of questions into Blackboard,
you can upload them directly into a question pool. For example, if you purchase
learning material and test questions from a vendor, you can upload the purchased
questions into a question pool, so you will always know their source.

A question pool uses criteria to find a question from anywhere in your course. After
finding questions, you select them individually for the pool. Until you deploy a pool
in a test, you can change the questions that are in it. However, once a random block
or question set that uses a question pool is deployed, the question pool can no longer
be edited.

Now that we know more about question pools, let's clearly state the relationship
between a question pool and a random block.

A random block will display a specified number of questions, from a selected
question pool or pools.

In the previous section, we said that the main difference between random blocks
and question sets is the source of their questions. Now that you know that a random
block gets its questions from a pool(s), you can see that this is a limitation of random
blocks. However, it can also make it easier to organize and reuse questions. For
example, you could do the following;:

1. Import questions from teaching material that you have purchased into
a question pool, and then create a random block to use those purchased
questions in a test.

2. Create a review test at the end of each chapter in a course. Then, put each
chapter's questions into a question pool for that chapter. For the final test,
add a random block for each chapter, which will bring in questions from
that chapter's question pool.

In general, a random block is a method to put questions from a specific question
pool(s) into a test. Use question pools to organize your questions into meaningful
groups, and then use a random block to add questions from the pools to a test.

Question sets: fewer limits, greater choices

In a question set, you select individual questions from anywhere, not just from a
pool. And, you select individual questions, not a pool. Until you deploy the question
set, you can remove and add questions. After you've added all the questions you
want for the set, add the set to a test and specify the number of questions you want
to appear.
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The following screenshot shows the user creating a question set. Notice that the
question set allows the user to pull questions from any pool, and any other test in
the course. There is also all the other search criteria that you have when creating a
question pool:

Create Question Set

Question Sets are groups of questions that can be presented In @ random fashion determined by the instructor. More Help

Criteria Summal
I Go v

Oceans Questions

Browse Criteria Displaying 1to 3 of 3 items

Wi Resetto Default Question Display
Pools S T a Cuestion Source Source
¥ Oceans Questions e RElwe Type
- Where is the water?: Where is most of the Earth's water Multiple Qceans  Fool
Tests stored? Choice Questions
7 Al Tests r aguifer:  An i an underground layer of Fill in the Qceans Poal
[T Do you know the ocesns? permeahle rock, from which groun Blank Questions
™7 Review Test r place groundwater layers in order: There are four layers to an Crdering Qceans Pool
area of groundwater. Place these layers in order... Questions
Question types
Question Display
Categories
Displaying 110 3 of 3 iterns Show All | Edit Paging. ..
Topics
Levels of Difficulty
Keywords

Selected Quastions: [J Cancel "

-

With a random block, you must first create a question pool to find the questions you
want. Then, you add a random block to the test, which displays a specified number
of questions from the question pool. With a question set, you do both of these at
once. When you add the question set to a test, you use the preceding criteria to find
the questions. You also specify how many of the questions to display to each student.

Which should | use: Random Block or
Question Set?

In the following sections, you will see how to add random blocks and question sets
to a course. But first, let's consider what we learned about question pools, random
blocks, and question sets.
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A question pool enables you to find questions from all over your course. It can be
used as a source of questions in both random blocks and in question sets. It can be
reused many times in a course.

A random block and a question set are both created in a test. They cannot be reused
by other tests. As random blocks and question sets cannot be reused, question pools
are the key to creating reusable groups of questions.

If you want to create a group of questions that can be reused on several tests in your
course, create a question pool.

If you want to add a number of questions from an organized pool of questions to a
test, the fastest way is to create a random block.

If you want to add questions that are not in a pool, use a question set.

As soon as a random block or question set that uses the pool is deployed in a test,
the questions in that pool are set. They cannot be changed.

Now, let's learn how to create question pools, random blocks, and question sets.

Creating a question pool

When you build a question pool, you can create new questions or select existing
questions to add to the pool as follows:
1. From the main menu, select Course Tools | Tests, Surveys, and Pools.
2. On the Tests, Surveys, and Pools page, select Pools.
3. On the Pools page, select Build Pool. The Pool Information page is displayed.
4

You must enter Name for the pool. The Description and Instructions fields
are optional. These three items will be seen by the instructors, but not by
the students.
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Pool Information

Tupe a Narmne for the Pool. This is a required fleld. Use a descriptive name to identlfy the Fool. More Help

Indicates a required field.

Cancel S b
Marne IOceans Questions
Description
“ [riarmal =1 [3=] [TimesHewRoman = | | B r U ae| = £ | EE E| aﬂl =
<

-

Questions about the ocean unit.

‘|Path: body

Instructions

"INormaI vI |3v IF\r\aI vI ‘B [gabel"z < %EE‘QElEE*E‘E
-

-

5. Click on the Submit button. The Pool Canvas: Oceans Questions page is

displayed. On this page, you can do the following;:

e}

Create new questions and add them to the pool. If you want to create
a new question for the pool, select Create Question. There is more
information about creating questions in a previous section, Creating
Questions. Note that the questions you create for this pool are affected
by Question Settings, which are accessed by clicking on the Question
Settings button in the upper-right corner of the screen. For more
information about Question Settings, see the Using Question Settings
to determine the behavior of questions section, earlier in this chapter.

Upload questions from another system, into the pool. These
instructions will not cover uploading questions.

Find existing questions and add them to the pool. To find existing
questions to add to the pool, continue with the following steps.
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6. Click on the Find Questions button. The Find Questions page pops up:

{iaeans Pool Canvas: Oceans Questions
K The Pool Canvas presents an Inventory list of questions that can be managed and searched. You can use the check boxes to

AGEMENT

select any or all questions and then delete them or change thelr points, or edit questions indiwidually. More Help

Create Question Find Questions Upload Questions

7 Find Questions - Google Chrome

B https: /fwww, coursesites.com fwebapps/assessment/do/authoring/adduestion?assess mentType=PoolRguestorType=From % 20a%20Questo

-

Find Questions

Questions are organized by the Criteria listed on the page. Use the Criteria drop-down lists to search for questions to add to the test.
Click Submit to finish. Click Cancel to return to the previous page. More Help

li P Criteria Summary
i}
Dceans Questions All Tests

Browse Criteria Displaying 1 to 3 of 3 items

Wiey ¥ Resetto Default Question Display

¥ Pools Question Source Source
v uestion Text
l_[}s Q o Type Foits - Tupe
v L] ere is the water?: Where is most of the Earth's ultiple oyou s
b Tests ih the water?: Vhere i tofthe Earth's  Multipl 10 D Test
water stored? Chuoice know the
} Ouestion types oceansy
I aquifer:  An iz an underground layer  Fill in the 10 Do you Test
b Categories of permeahle rock, from which groun... Blank know the
oceans? foee
1 v [ place groundwater layers in order: There are four rdering oyou eg
> Topics | durater | der: Th fi ord 10 D Test
layers to an area of groundwater. Place these layers know the

Selected Questions: a [m|

7. You can use several criteria to find questions for the pool. This includes
searching other question pools. Select search criteria to display the questions
that you want to include.

8. Click on the checkbox next to the questions that you want to include.
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9. C(lick on the Submit button. You are returned to the Question Pool canvas
page. On this page, you will see Number of Questions, which you added
to the pool.

illiarn Rice CREATE COURSE HELP LOSOUT SHARE | [ Bg i

Intre_to_Oceans_DemoE Resources

-

Tests, Surveys, and Pools > Pools P | Ecit Mode is: me —

v

Introduction to the Oceans
{Demo for Blackboard POOI S

Essentials Book) Pools are sets of questions that can be used in multiple Tests or Surveys. Pools can be imported from outside the system and
exported for reuse. More Help

COURSE MAMAGEMENT
Build Pool Import Pool
Control Panel B

Caontent Collection

4

-

 Course Tools Name . Mumber of Questions Date Last Edited

Announcements
Blogs Cceans Questions 3 February 28, 2012 4:24 PM
Cortacts
Course Calendar Displaying 1101 of 1 iterms Show Al Edit Paging.
CourseSites Live

Discussion Board

Glossary

Journals

Messages

Respondus LockDown Brovwser
Rubrics

Send Email

SoftChalk - Synchranize Copied
Cortert

SoftChalk Publish with ScoreCerter
Tasks

Tests, Survays, and Pools

Text Notifications

wilkis

¥ Ewvaluation
Course Reports
Early Varming System
Performance Dashioard
SCORM Reperts

b Grade Center

B llcarc an, A e -
1 1 1 i i 4 4 1 — 4 1 4 L

The question pool is created, and ready for use. Remember that once this pool is added
to a test and after the test is deployed, you cannot change the questions in the pool.
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Creating a random block

A random block is created while you are editing a test:

1. From the Test Canvas page, select Reuse Questions | Create Random
Block. The Create Random Block page is displayed as follows:

-
Create Random Block
A Random Blockis a group of questions retrieved from a Question Pool, Questions are randomiy retricved from the selected Question
Pool based on the question type and the number of questions available in the selected pool. More Help
Choose Criteria Selected Criteria
Yig Resetta Default Dceans Auestions Al Pool Guestions
Pool Preview questions that match selected criteria
¥ Oceans Questions Displaying 110 3 of 3 items
uestion types
. w Question Display
Al Pool Questions
[T Calculated Formula Question Text _?UBSUUW EJUUVCE
[T calculated Mumeric ¥pe Ame
I Etherior Where is the water?, Where is most of the Earth's water stored? Multiple Oceans
[T Essay Chaice Guestions
[ File Response . . -
. X aquifer:  An is an underground layer of permeahle rock, fram Fillin the Cceans
T Fillin Mt Blarks wihich groun... Blank Guestions
I Fill in the Blank
I~ ot Spot place groundvater layers in order: There are four layers to an area of Ordeting Oceans
I Jumbled Sertence groundwater. Place these lavers in order.. Guuestions
[T Matchin
) = Question Display
r Muttiple: Answer
I Muttiple Chaice
™ Opinion ScaletLikert Displaying 1to3 of3items | Showall | Edit Paging...
- Ordering
™ Quiz Bowl
[T Short &nswer
[T TruefFalse
Cancel
-

2. Click to place a check mark next to the pool or pools that you want to draw
questions from. You must select at least one pool.

3. Select the question types that you want to draw from.

The results of your search are listed on the right-hand side of the page. Select
the questions that you want to include in the random block.

5. Click on the Submit button. You are returned to the Test Canvas page. The
random block is displayed on this page:
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Test Canvas: Review Test
The Test Canvas allows you to add and edit questions, add Question Sets or Random Blocks, reorder questions, and review

the test

Create Question « Reuse Question « Upload Questions

Description This test contains a few questions about each unit in our Earth Sciences class.

Instructions
Total Guestions 1
Total Paoints 10

Select Al Mone | Select by Type: I-QuestionType- v|

Delete | Paints | Updats | | Hide Question Details

Faints per question: 10

[T 1. & Random Block
Total Paints: 10

Success: Random block saved. Edit number of questions to display and points. 0

Total Questions: 3

Number of Questions

to display: Questions to display in the block: |2 Cancel Submit
Source Pool: Oceans Questions

Question Types: All Pool Questions

» Preview guestions that match selected criteria

Select Al Mone | Select by Type: I-QuestionType- v|

Delete éPDintsI Update Hide Guestion Details

6. The Total Questions field tells you how many questions are in the block.
The Total Points field tells you how many points all the questions are worth,
taken together. You can change the number of questions the block displays,

and the number of points per question.

Note that when you create a random block, you don't need to give it a name or
description. This is because this block will not exist outside of the test. It exists

only on this test.

[149]



Testing Students

Creating Question Set

Question Set is created while you are editing a test. When you add a question to a
test using the Question Set feature, you are linking to the question in a question pool.
Until you deploy the test, the question does not exist in the test. It exists only in the
pool. Therefore, if you change the question in the pool, before deploying the test, the
change will be shown in the test. However, once you deploy the test, the question is
"unlinked" from the pool. Once the test is deployed, changes to the original question
in the question pool will no longer show up on the test:

1. From the Test Canvas page, select Reuse Questions | Create Question Set.
The Create Question Set page is displayed:

Question Sets are groups of questions that can be presented in a randam fashion determined by the instructor. More Help -

I— & Criteria Summary

Dceans Questions All Tests

Browse Criteria Displaving 1 to 6 of 6 iterns

g Reset to Default Question Display
Pools r Question Text Guestion Source Source
¥ Oceans Questions Tupe NEGE Tipe
Where is the water?: Where is most of the Earth's water Multiple Do you Test
Tests stored? Choice know the
oceans?
& Al Tests
[~ Do you know the ocesns? Where is the water?: Where is most of the Earth's water Multiple Qceans Pool
I Review Test stored? Choice Questions
aguifer:  An is an underground layer of Fillin the Do you Test
Question types permeable rack, fram which groun.. Blank know the
oceans?
Categories r aguifer;  An is an underground layer of Fill in the Qceans Paol
permeahle rock, fram which aroun... Blank Questions
Topics . .
- place groundwater layers in order: There are four layers to an  Ordering Do yau Test
area of groundwater. Place these layers in arder... know the
Levels of Difficulty oceans?
r place groundwater layers in order: There are four layers to an - Crdering Oceans Pool
Keywords area of groundwater. Place these layers in order... Questions

Guestion Display

Digplaying 1106 of 6 iterns Show All | Edit Paging. ..

Selected Questions: [ Cancel R

ol

2. Select the pools and tests from which you want to select the questions.

3. After selecting at least one pool or test, you can use the other search criteria.
This is optional.
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4. The results of your search are listed on the right-hand side of the page. Select
the questions that you want to include in the random block.

5. Click on the Submit button. You are returned to the Test Canvas page.
Question Set is displayed on this page:

I : )
[T 1. & Question Set Paints per question: 5
Tatal Poirts: &

Success: Question Set saved with 3 gquestions. Edit number of questions to display and points. °

Total Questions: 3

Humber of Questions | 1
1o display:

Questions in the Set

Add Guestions

Remove Question Question Dizplay

r

Il Multiple Where is the water?. YWhere iz most ofthe Earth's water stared? 1]
Choice

Il Fill inthe aguifar: An is an underground layer of permeable rock, from which graun... 1]
Blank

Il Ordering place groundwater layers in arder. There are four layers to an area of groundwater. Place 1]

these layers in order...

Remove Question Question Dizplay

Displaying 1103 of3items | Show Al | Edit Paging. .

6. The Total Questions: field tells you how many questions are there in the
block. The Total Points: field tells you how many points all the questions
are worth, taken together. You can change the number of questions the
block displays, and the number of points per question.

Note that when you create a random block, you don't need to give it a name or
description. This is because the block will not exist outside of the test. It exists only

on this test.
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Summary

Question pools are the key to making groups of questions that can be reused.
Random blocks give you an easy way of limiting the display of questions on a
test to just a selected pool or pools. Question sets enable you to reuse questions
from anywhere in your course, not just from pools.

When using random blocks and question sets, notice that you will determine the
number of points assigned to each question in the block or set. If you want to set
the number of points for each question individually, you should add the question
individually, and not as part of a block or set.

In the next chapter, you'll learn about working with groups. You will see how to assign
students to groups, grade them as a group, and communicate with them as a group.
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Blackboard enables you to place the students of a course into groups. When you
group students, you gain some capabilities and get some limitations. You can use
groups to organize the students who are in a course into teams, and also to separate
students into different classes, while they use the same Blackboard course.

In this chapter, you will be learning the following topics:

e Creating groups

e Assigning students to groups

e Enabling students to choose their own groups

e Setting up the group setting for an activity

e Sending e-mails to all the members of a group
Some group activities are visible to everyone in the course. But only the members of
the specified group can edit the activity. When a group activity is visible to everyone,

but only group members can participate, it's as if everyone in the class can "watch"
the group perform the activity.

Some group activities are visible only to members of the specified group. In this case,
groups cannot see each other's work in the activity.

The visibility of a group activity is a default setting. It can be changed to allow or
prevent people from outside the group to see the group's activity.

Like other activities, a group activity can be graded. When you give a grade for
a group activity, everyone in the specified group gets the same grade. Once you
enable the grading for a group activity, you cannot reverse that setting.

As of this writing, you can create a maximum of 99 groups per course. This is a limit
of the system, and not a limit set by the site administrator.
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Creating groups

Blackboard enables you to create groups one at a time, and to create several groups at
once. In Blackboard, creating several groups at once is called batch create. Also, you
can automatically enroll the students in the group(s) randomly or manually, or allow
students to enroll themselves. A student can be a member of several groups at once.

Creating a single group with manual
enroliment

The following procedure is the most basic —to create one group and manually enroll
students into it:

1.

From the Course Management menu on the left menu bar, select Users and
Groups | Groups.

Select Create Single Group | Manual Enroll. The Create Group page
is displayed:

M There is no notification when a student manually enrolls
Q into a group that you have created. You will need to check
the progress of enrollment by opening the group.

The Name and Description fields will be visible to the members of this
group. You should use the Description field to inform students about the
purpose of the group.

The options under Tool Availability determine which tools are available to
the members of this group.

Your Blackboard installation might be configured to give each group certain
tools, such as its own blog, forum, and group e-mail list:

o

If you enable the setting for Blogs, then the group gets a blog. Each
member of a group can create entries for the group's blog. All course
members, including those not in the group, can read and comment on
entries made in the group blog, but cannot create new entries.

If you enable the setting for Discussion Board, then group members
can create and manage their own forums, which are exclusive to

the group.
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If you enable the setting for Email, then group members can e-mail
individual members or the entire group.

If you enable the setting for File Exchange, then the group members
and the teacher can exchange files in an area set aside just for this
group. All members can add and delete files.

When you add a group for Journal, all members of the group can
view entries made by the other members. Students outside the group
cannot see the group's journal.

If you enable the setting for Tasks, then group members can create
tasks that are assigned to the group as a whole. Any group member
can complete a group task.

If you enable the setting for Wikis, then the group gets a wiki. Each
member of a group can create entries for the group's wiki. All course
members, including those not in the group, can read entries made in
the group wiki, but cannot create new entries.

6. Under the Membership section, select the students you want to put into
this group:

Items to Select Selected ltems

Student, Sally d
Student, Sammy

Rice, William{instructor)
:Student, Stanley
Student, Suzy 3
Teacher, Tracy(Instructor)

Invert Selection Select All Invert Selection Select All

7. Save it by clicking on the Submit button.
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The Groups page displays the group that you just created:

Success: Sandwalkers Group Created

All Groups Group Sets

Groups

The Groups tool allows Instructors to organize Students into Groups of any size.
Instructors can provide communication and collaboration tools that only Group members
can access. Groups can be created one at a time or in sets. Groups can be designated as Self-
Enroll, allowing students to add themselves to a Group, or Manual Enroll, having the
Instructor assign students to a Group. More Help

Create Single Group Create Group Set . Group Settings
Delete

™ MName GroupSet Self-Enroll Available

r Sandwalkers - No Yes
Delete

Displaying 1 to 1 of 1 items Show All | Edit Paging. ..

Creating a group with self enroliment

Allowing students to enroll themselves in a group is a good way to achieve
the following:

Enable students to choose sides in a debate (create a group for each side)
Let students sign up for a field trip (create one group for the field trip)

Encourage students to form study groups (create several groups and let
the students sort out the membership, times, and locations)

The following procedure shows you how to create the group, and what it looks
like from the student's point of view, when the student joins the group:

1.

From the Course Management menu on the left menu bar, select Users
and Groups | Groups.

Select Create Single Group | Self-Enroll. The Create Group page
is displayed.
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3. The Name and Description fields will be visible to members of this group.
You should use the Description field to inform the students about the
purpose of the group.

4. The options under Tool Availability determine which tools are available to
the members of this group:

o

If you enable the setting for Blogs, then the group gets a blog. Each
member of a group can create entries for the group's blog. All course
members, including those not in the group, can read and comment on
entries made in the group blog, but cannot create new entries.

If you enable the setting for Discussion Board, then group members
can create and manage their own forums, which are exclusive to
the group.

If you enable the setting for Email, then group members can e-mail
individual members or the entire group.

If you enable the setting for File Exchange, then the group members
and the teacher can exchange files in an area set aside just for this
group. All members can add and delete files.

When you add a group for Journal, all members of the group can
view entries made by the other members. Students outside the group
cannot see the group's journal.

If you enable the setting for Tasks, then group members can create
tasks that are assigned to the group as a whole. Any group member
can complete a group task.

If you enable the setting for Wikis, then the group gets a wiki. Each
member of a group can create entries for the group's wiki. All course
members, including those not in the group, can read entries made in
the group wiki, but cannot create new entries.

5. Under the Sign-Up Options section, enter a name and instructions for the
sign-up sheet. The students will see these when they sign up for the group.

6. Also under the Sign-Up Options section, the Show Members setting will
enable students to see other students who have chosen the same group.
This is useful when you want them to organize themselves into teams.
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7. Save it by clicking on the Submit button.
The Groups page displays the group that you just created:

Create Single Group + Create Group Set + Group Settings
Delete

I~ Name GroupSet Self-Enroll Available

™ Field Trip to Aquarium - Yes Mo

r Sandwalkers - No Yes

Now, let's add a link to the Course Menu so the student can see this group:
8. From Course Menu, select Add Menu Item | Tool Link.
From the Type drop-down list, select Groups.
10. Enter the Name field for the link.
11. Select the Available checkbox.
12. Click on the Submit button.

A link to the Groups page is added to the Course Menu. This will enable the
students to get to the groups that you create for them:

Introduction to the Ocean
{Demo for Blackboard
Essentials Book)

Homepage

Introduction to the Oceans
Course Discussions

Our Course Calendar
Course Policies

Open Q&A

Wikis

Blogs

Grougfr

Tasks

CourseSites Live
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From the student's point of view—
self-enroliment into a group

Now that the self-enrollment group is created, let's look at it from the student's point
of view. The following instructions are written for the student:

1. From Course Menu, select the Groups link. The Groups page is displayed:

Field Trip to Aquarium

To sign up for the field trip to the aquarium, join this group.
Date and Time: January 3, 2013. We will leave the school at 8:30am sharp and return to school by 2:30pm

Cost: no charge

| Sign U@’

Sandwalkers

The members of this group will complete assignments that focus on life on the beach, above the surf line

2. Notice that the student has two groups listed on this page. The Sandwalkers
group was assigned by the teacher. The Field Trip to Aquarium group
requires that the student sign up.

3. Click on the Sign Up button. The Sign Up Sheet page is displayed:

Signh Up Sheet

SignUp Sheet Name : Sign Up for Field Trip to Aguarium

SignUp Sheet Instructions : Sign up here for the field trip! This sign-up sheet is the only way we know if you're coming on the
trip

Field Trip to Aquarium

To sign up for the field trip to the aquarium, join this group.

Date and Time: January 3, 2013. We will leave the school at 8:30am sharp and return to school by 2:30pm

Cost: no charge

Group Members : Sammy Student, Suzy Student
Sign Up

In the previous screenshot, the SignUp Sheet Instructions: group and
its description are displayed. This was entered when the teacher created
the group.
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4. Click on the Sign Up button.
5. The student is enrolled into the group, and taken back to the Groups page:

Success: You have successfully enrolled in the group. The Group space is currently unavailable.

Groups

Create Group

Field Trip to Aquarium
To sign up for the field trip to the aquarium, join this group.
Date and Time: January 3, 2013. We will leave the school at 8:30am sharp and return to school by 2:30pm.

Cost: no charge.

Notice that at the top of the page in the previous screenshot, the student sees a
Success: message. A part of this message tells the student that The Group space is
currently unavailable. This is because when the instructor was creating this group,
under 1. Group Information, the instructor chose to make this a sign-up sheet only:

= Group Available - Mo ¢~ Yes & Sign-up Sheet Only

Because of this setting, all of the group tools (Blog, Journal, Wiki, Email, and so on)
are unavailable. The instructor can always change this setting. For example, perhaps
after the field trip, the instructor will make the group available to the students, and
ask them to write in the group wiki about the trip.

Consider using the Announcements and/or Messages feature to tell your students
that they need to sign up for a group.

Creating multiple groups at once

The feature that you use to create multiple groups at once is called group sets.
When you create a group set, you will specify whether to use self, manual, or
random enrollment. We have already seen how self and manual enrollments
work. Let's create a group set using random enrollment:

1. From the Course Management menu on the left menu bar, select Users
and Groups | Groups.

2. Select Create Group Set | Random Enroll:
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You can also create group sets with self enrollment and

groups with these kinds of enrollments, we are going to

‘Q manual enrollment. Because we have already created

use random enrollment in these instructions.

Groups

Help

Delete
T Mame
[T Field Trip to Aguarium
T Sandwalkers

Delete

Sel-Enrall
Manual Enroll

Random Enrall {?

The Groups tool alfows Instructors to organize Students into &
collaboration tooils that only Group members can aocess. Group
Self-Enroll, allowing students to add themselves to @ Group, or

Create Single Group Create Group Set

—vlel

The Create Random Enrollment Group Set page is displayed.

3. Just like when you create a single group, you will enter a name and
description for the group. However, be aware that Blackboard is going
to create several groups with the name that you enter, and it will add a
number to the end of the name. Make sure that the Name field you enter
will still make sense when Blackboard adds a number to the end of it:

Create Random Enrollment Group Set

W Indicates a required fleld.

Random Enrollment Groups distribute membership into Groups based on the desired number of Students per group, or the desired
number of Groups. For example, if there are 24 Students enrolled in @ Course, and the Instructor wanted 4 Students per Group, the

Cancel Submit
Group Information
& Mame IRandnm Teams!
Deseription Text Editer = (D
“[Marmal -] lElArial =l | B I U =] % < |[|=EE=|H 4= iz =

clE AR o e @OEJARES | Ao O

We've divided the class into random teams for some fin.
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4. Under 2. Tool Availability, you will choose which tools are available to each
group. Note that each group in the set will get its own copy of each tool that
you select:

Tool Availability

W Blogs
{* Mo grading

¢ Grade : Points possible |

W Discussion Board
W Email
W File Exchange

W Joumals
@ Mo grading

{ Grade : Points possible :|

W Tasks

W ikis
= Mo grading

{~ Grade : Points possible :|

Module Personalization Setting

Allow individua! group members o personalize group space modules

W Allovw Personalization

5. If you select Allow Personalization, individuals in the group will be able
to customize the group space by adding personal modules such as What's
New, change the layout of their group page, and also change the style of

the group page.

6. In the Membership section, you will first choose how Blackboard creates
the groups:

Membership

Automatic distribution applies only to students who are currertly envolled in the course, Additional students ray be envolled rmarnsally.

Detarmine Number of © Mumber of Students per Group
Groups by NumberofGroupslz

&
Deterrning Howto Enroll @ Distribute the reraining members armongst the groups
ary Remaining Members ¢ Putthe remaining rmembers in their own group

¢ Manually add the remaining members to groups

Submit

Click Submit fo proceed. Click Cancel to guit.

i
=
i

Cancel
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8.

If you select Number of Students per Group, Blackboard will put the
number of students that you specify into each group. It will create as many
groups as needed, to place every student into a group. Each group will have
at least as many students as you specify. If there are students left over after
creating the groups, the next setting will determine how to handle the extra
students. For example, if you have 20 students, and you select three students
per group, Blackboard will create six groups of three students. This will use
18 of the students. There will be two students left over.

If you select Number of Groups, Blackboard will create the number of
groups that you specify, and then divide the students as evenly as possible
among these groups. If the number of students cannot be divided exactly
by the number of groups, there will be students left over. The next setting
will determine how to handle the extra students. For example, if you have
20 students and you select six groups, Blackboard will create six groups

of three students each. This will use 18 of the students. There will be 2
students left over.

Also under Membership, you will specify what Blackboard will do with the
extra students who are left after creating the groups.

Click on the Submit button to create the groups.

Blackboard will create the groups, name them, and return you to the Groups page:

c
-
-
-
-

Mame GroupSet Selt-Enrall Available
Field Trip to Aguarium - ‘feg Mo
Random Tearmns! 1 Randam Teams! Mo Yes
Random Teams! 2 Random Teams! Mo ‘fes
Sandwalkers - Mo Yes
Delete

Notice that Blackboard added a number to the end of each group's name.
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After you use the GroupSet feature to create multiple groups, you can always open a
group and edit its membership manually. In the following screenshot, the instructor
is editing the membership of the group Random Teams! 1, which was created in the
previous procedure:

Edit Group

Create a formal group of Students to collaborate on work. More Help

Indivates a required field. Cancel Submit
Mame [Random Teams! 1

Description Text Edfitor i m

“ | Mormal - lE IArla\ 'I | B I U abe| x X |’§ = = | u D | 1= = ==

A DR o oo QO IABL VE® OO

TWe've divided the class into random teams for some fun

Iterns to Select Selected ltems

Rice, William{Instructor) =] [student, sammy =
Student, Sally Student, Stanley

Student, Suzy

Teacher, Tracy(Instructor)

H H

Invvert Selection Select Al Invert Selection Select Al

How group settings affect activities

At the beginning of this chapter, we said that applying a group to different kinds of
activities has different effects on those who can participate in, and see the activities.
When you create a group, Blackboard creates a number of tools for that group, by
default. In the following screenshot, you can see the Sandwalkers group page, and
the tools that Blackboard automatically added to this group:
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Sandwalkers

Group Properties

Group Description

The members of this group will complete assignments
that focus on life on the beach, above the surf line.
Group Members

Student, Sally
Student, Sammy

Group Tools

File Exchange

Group Blog

Group Discussion Board
Group Journal

Group Tasks

Group Wiki

Send Email

Add Course Module Add Group Module

The exact tools available to a group depend upon how your Blackboard system

is configured.

Note that Sally is a member of this group. Let's look at the group blog from a
member's and non-member's point of view. First, here is the group blog from

Sally's point of view:

Sandwalkers

Create Blog Entry

U

# Are the crabs molting?
Posted by Sally Student at Friday, March 30, 2012 9: 50:22 AM BEDT

| found this crab shell on the beach today . It looks intact and in
good shape. So | think maybe it wasn't from a crab that died or got
eaten. Are the crabs molting right now?

Attached Files:

crab shell jpg(4459 ki)

¥ Comments: 0 Comment

¥ About this Blog

Type: Group Blog

Entries by: All Group
Mernbers

Entries: 1
Comments: 0

¥ View Entries < || ?
by:
All Group Members
Sally Student (1)

¥ Index

El Mareh 2012(1)
Are the crabs
rnolting?
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Notice that Sally has a Create Blog Entry button. She can both create entries, and
comment on entries. Next to her entry, Are the crabs molting?, you can see an icon
for a pull-down menu, which enables the student to edit her own blog entry:

# Are the crabs molting?
Posted by Sally Student at A

Edit
| found this crab shell on the
good shape. So | think may

eaten Are the crabs molting  Delete
Attmchod Cilae:

Mark as New

Now, let's look at the blog from a non-member's point of view:

|I!!B\ackboard Learn | + -
€ l‘courseswtes.com tos A coursesites,com fwebapps portal frameset 5pts [7] C‘H - Bing P| #® B 8

HELF LOGOUT SHARE | faﬁ

Intro_to_Oceans_Demo B3

Sandwalkers

¥ About this Blog
Type: Group Blog

Entries by: All Group Members:

4 ing?
t] Are the crabs molting? New Entries: 1 1 New

ul

Posted by Sally Student at Friday, March 50, 2012 g:50:22 AMEDT Comments:
| found this crab shell on the beach today It looks intact and in good shape. So | think
mayhe itwasn't from a crab that died or got eaten. Are the crabs molting right now?

Attached F_”ES All Group Members
crab shell jpg{4459 7kh) Sally Student (1) &

¥ View Entries by: < >

¥ Index

=] March 2012(1)
Avre the crabs molting?

®

¥ Comments: 0 Comment

@ Indicates MNew Entries

& Indicates New Comments
-
K] |»

Note that the non-member does not have a Create Blog Entry button, so (s)he cannot
add entries to the blog. However, there is a Comment button, which enables the
non-member to add comments to an entry.
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As you can see, group blogs are open to non-members. So if you want a writing
activity, which is open only to group members and closed to all others, you would
need to override this default setting and deliberately close the blog to non-members.
Also, while members can get to a group blog through the Groups page, non-members
will not have that group on their Groups page. So for a non-member to access another
group's blog, that non-member would need to go through the Blogs tool link on the

Course Menu.

The following table lists group tools, and tells you who can participate and see these
tools. This can help you choose the right tool for your situation:

Activity When used with a group... What effect does a group
who can see it? who can edit or have on grading?
submit it?
Assignment  Only the members of Any member of the  All members get the
the group. group. same grade.
File Only the members of =~ Any member of the =~ Not applicable. If you're
Exchange the group. group can submit, grading students on files
download, and that they submit, use
delete any file in the ~ Assignment instead.
group area.
Blog All members of the Only members of All members get the
course, even those the group can post same grade.
not in the group. entries to the blog.
Everyone in the
course can comment
on the posts.
Discussion ~ Only the members of  Only the members Posts can be graded.
Board the group can see the  of the group can As the posts are made
group's Discussion contribute to the by individual group
Board. group's Discussion members, the individual,
Board. and not the group,
receives the grade.
Journal Only the members of  Only the members All members get the
the group can see the  of the group can same grade.

group's Journal.

contribute to the
group's Journal.
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Activity When used with a group... What effect does a group
who can see it? who can edit or have on grading?
submit it?
Wiki All members of the Only members of All members get the
course, even those the group can edita  same grade.
not in the group. wiki. The following
However, non- screenshot shows
members cannot edit  a member's view
group wiki entries. of the wiki. Notice
They can comment the buttons for Edit
on the entries. Wiki Content and
My Contribution.
Sandwalkers

Create Wiki Page

Crabs on the Beach

AM BEDT

Specialist Group

Edit Wiki Content

Created By Sally Student on Priday, March g0, 2012 12:26:26

The most common type of crab found on beaches is the Common Shore Crab Its
scientific name is Carcinus maenas. YWhile it looks harmless to you and me, itis
listad among the 100 "world's worst alien invasive species” by the Invasive Species

rbution

About This Wiki
Murmber of Wik Pages: 1
Mumber of Comments: O

Creation Date: 3/26/12 3:05
Pht

Sandwalkers
{& Crabs onthe Beach

Comments: 0 Comment
Tasks Only the members of ~ Any member of the ~ Not graded.
the group can see the  group can mark any
group's Tasks. Task as not started,
in progress, or
completed, as shown
in the following
screenshot.
Tasks
b Status
I Title Priarity Dwe Date Task Status Type

¢l Take a walk on the beach during lunch and blog it

5-> Status

Friday, March 30,2012 Not Started

Set Mot Started
SetIn Progress

Set Completed

@ 1101 of 1items

Group: Sandwalkers

Show All | Edit Paging...
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Sending e-mails to members of a group

The teacher can always use the groups Email tool to send an e-mail to the members
of a group. The teacher finds this tool by selecting Groups from the main menu, and
then clicking on the drop-down menu icon next to the name of the group:

 Introduction to the Gl’oups
Oceans (Demo for
Blal:kbo(ard The Groups tool allows Instructors to org
Essentials Book) tools that only Group members can access|

Homepage students to add themselves to a Group, or

Introduction to the .
QOceans Create Single Group « Create Group|

Course Discussions

Our Course Calendar 7 | Delete
Course Policies T Name
Open Q&A

T Field Trip to Aquarium
Wikis

¥ Sandwalkers
Blogs
Groups > Delete Open
Tasks Edit

Email

COURSE {
MANAGEMENT Delete

Students can send e-mails to members of their group only if the teacher has enabled
the Group Email tool for them. To enable this tool for your students, perform the
following steps:

1. From the Groups page, next to the name of the group, select the drop-down
menu icon:

[ CourseSites: William Rice

s My CourseSites Intro_to_Oceans_DemoEl Resources.
Groups B | Edthvodeis: EIETHE]

+ S um m ¢ 1 All Groups Group Sets
~ Introduction to the Grou pPs

Qceans (Demo for N . . B o .

Blackboard The Groups tool allows Instructors to organize Students into Groups of any size. Instructors ean provide communication and collaboration

Essentials Book) tools that only Group members can access. Groups can be created one at a time or in sets. Groups can be designated as Self-Enroll, allowing

Homepage students to add themselves to a Group, or Manual Enroll, having the Instructor assign students to a Group. More Help

Introduction to the .
Oceans Create Single Group + Create Group Set + Group Settings

Course Discussions

Our Course Calendar - | Delete
Course Policies © Name GroupSet Sel-Enroll Available
Open Q&A
™ Field Trip to Aquarium - Yes No
Wikis
- = B No VYes. |
Groups > | Delete Open
Tasks Edit Displaying 1to 2 of 2items | Show All || Edit Paging.
Email
COURSE {y
MANAGEMENT Delete

T Centrol Panel

4 |L|LI
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2. In the drop-down menu, select Email. The group's e-mail page is displayed:

Available to Select Selected

Student, Sammy

Invert Selection | Select All Invert Selection  Select All
From William Rice (william_rice@uwilliamrice.com)
Subject Beach w alk scheduled for this Monday morning
Message
! Text Editor is: m
“[termal =] 3] [Mim=tewrmanl=] | B 5 U | = « | E==|[ A = = £ =
CHEDNE e o= QOJARS | Ao O

We are scheduled for a beach walk Mondav, 9am Be there!|

3. Fill out the Email fields, and click on Submit to send your message.

This tool works in the same way for teachers and students alike.

Summary

Groups can be used to build a camaraderie, teach students how to collaborate, and
encourage healthy competition. To successfully use groups for these purposes,
you need to know how the group settings affect the activities. Even as you use the
Groups function, remember that the students are still part of the whole class, and
most of their activities and interactions will probably be as members of the whole.

In the next chapter, we'll focus on communicating with students using Email,
Announcements, and Messages. You will see how these tools can be used along
with the group settings.
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Communicating with Students
Using E-mails, Messages,
and Announcements

Blackboard gives you several options for communicating with your students,
as follows:
e E-mails
e Messages
e Announcements
Each of these has a place in your workflow and can fulfill different purposes. This

chapter will help you understand these options, and show you how and when to
use each method.

In this chapter you will learn how to:

e Send an e-mail to the external e-mail addresses of your students
e Send an internal Blackboard message to the students in your course

e DPost an announcement on your students' home page

The difference between e-mails,
messages, announcements, and alerts

When you send an e-mail to your students from within a Blackboard course, the
e-mail is sent to the e-mail address that is in the student's profile. While the e-mail
is sent from Blackboard, it comes from the e-mail address that is in your profile.



Communicating with Students Using E-mails, Messages, and Announcements

When you send a message to your students, the message is sent from your
Blackboard account, to their Blackboard accounts. They must log in to Blackboard
to read the message.

An announcement is not automatically sent to a student in the way that an e-mail

or message is sent. As an option, you can choose to have the system send an
announcement to the recipients via e-mail. Announcements appear on the student's
home page, in a section for announcements. Of course, the student must log in to see
them. You can set a time limit for an announcement. That is, you can tell it to appear
and disappear on specific dates and at specific times.

Alerts are automatically generated by Blackboard when you set a deadline for
coursework. For example, if you set a deadline for an assignment, Blackboard will
automatically generate an alert as the deadline approaches. Alerts appear on the
student's home page, in a section for alerts.

Sending an e-mail to your students

Blackboard allows you to send an e-mail to your entire class, any student who is a
member of a group, only selected groups, or only selected individuals. To send an
e-mail from Blackboard, perform the following steps:
1. From the main menu on the left-hand side of the screen, select Course Tools.
2. Select Send Email.

3. Select the type of recipient:

Send Email

Ins

r selected indivi
From a Blac.
fthe course.

Teaching

oard Learn course, el nnot be sent

All Users

Send email to all of the users in the Course.

All Groups

Send email to all of the Groups in the Course.

All Teaching Assistant Users

Send email to all of the Teaching Assistant users in the Course.

All Student Users

Send email to all of the Student users in the Course.

All Instructor Users

Single / Select Groups

Select which Grouns will receive the email
Select which Groups will receive the email.
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4. Select recipient(s) and enter the details of the e-mail, as shown in the
following screenshot:

Single / Select Users

# Indicates a required field. Cancel

Email Information

# To Available to Select Selected

Rice, William

Student, Stanley

Student, Sammy >
Student, Suzy <

Invert Selection = Select All Invert Selection  Select All

From William Rice (wiliam.rice@willlamrice.com)

Subject [Congratutations you are group leader!

Message

Text Editor is: m

“[vormal | |3 -1 [Times NeviRoman =] | B 7 U #=| % o | = =
CEE D o v QEJARS | OO OE

Sally.,

You have been chosen as the leader of the Sandwalkers group! Congratulations!
We'll talk about what that means soon.

Regards,

William Rice

“ Fath: body » p

A copy of this email will be sent to the sender.
Return Recsipt r

Attachments Attach a file

5. Click on the Submit button to send the e-mail.
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6. The recipient will receive an e-mail, which shows the e-mail address of the
sender in the From section, as shown in the following screenshot:

u ]}
[}

Intro_to_Oceans_Demo: Congratulations you are group leader!

Inbozz %

William Rice william riced@williamrice com 1:56 PR {1 minute ago) -
ta undisclosed recipients -

4

Sally,

You have been chosen as the leader of the Sandwalkers groupl Congratulations! We'll talk about what
that means soon

Regards,
William Rice

Note that the To section now reads to undisclosed recipients. Blackboard will not
reveal the e-mail addresses of the recipients to each other. This preserves the privacy
of the people who receive an e-mail that is sent from Blackboard.

Sending messages

Blackboard allows you to send messages to selected individuals on your course.
Unlike e-mail, it does not allow you to send messages to everyone with a specific
role. For example, you cannot send a message to all the students, all the instructors,
or all the teachers on a course. Instead, you must select them individually.

To send a message in Blackboard, perform the following steps:

1. Select Course Tools | Messages.

2. On the Messages page, click on the Create Message button. The Compose
Message page is displayed, as shown in the following screenshot:
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Compose Message

te and secure text-based com

in a Course and among Course

Indicates a required field.

Cancel

Recipients

To Select Recipients: To line Recipients

William Rice {Insfructor)
Sammy Sudent
Stanley Student
Suzy Student £

Invert Selection = Select All Invert Selection | Select All

[

Bece

Compose Message

Subject |Rerr|arrber that you are the group lzader!

Body

Text Editor is: m

“[hermel Z] BE] [immtevromenz] | B 7 U o | % & | =
CEEDD e o QOJARS TR0 O
B EGRE B R

Sally,

If vou want ary help or guidance on being group leader, just message me and we will make an office

3. To select recipients, click on the To, Cc, and/or Bcc buttons, and select
their names.

4. Enter the subject and body of your message in the Subject and Body
sections, respectively.

5. Click on the Submit button to send your message.

The Messages page shows you the Inbox and Sent folders. Unlike the Email page,

the Messages page gives you an easy way to see the communication that you have
had with class members.

*  The Messages page is different for each course. Messages that
%»\ you have sent and received in one course, will not show up on
’ the Messages page of any other course that you are in.
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However, when composing a message, you do not have the option of selecting an
entire group of people, or all those with a specific role in your course (such as all the
instructors or all the students). Sending an e-mail gives you these choices.

_ Keep backups of your student communications!

% Blackboard does not keep a backup or archive of sent messages
/<~ or e-mails. If student contact is audited or in any way needed for
reference, remember to keep copies of the e-mails in another system.

Posting announcements

By default, announcements appear on a student's home page. Announcements can
be accessed from several places on the page. In this example, you can see that the
Announcements tool is available under the Student Tools menu. Announcements
are also available in the What's New block, where the Announcements block is
displayed, as shown in the following screenshot:

Add Module

Student Tools What's New
Announcements Edit Motification Settings Actions
Calendar Announcements (7
My Grades Test Posted
Introduction to the Oceans (Demo for Blackboard Eszentials
Fersonal Information Book)
Send Emall Test Posted

Introcuction to the Cceans (Detmo for Blackboard Ezzertisls

Tasks el

Blogs
Content
Discussion Board

Tests

My Announcements

Important Coursesites Update

Test Posted

MOre AaNNoUNCEMEnts. ..
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Once the student is inside our demonstration course, he/she will notice that the
course also has an Announcements block on the course's Homepage, as shown
in the following screenshot:

Intro_to_Oceans DemoE3d

= - = g The module has heen successfully updated.

¥ Introduction to the Oceans
{Demo for Blackboard Home page
Essentials Book)

Homepage
Introduction to the Oceans My Announcements

Course Discussions No Course Announcements have been posted today.

Qur Course Calendar
more announcements....
Course FPolicies

Cipen QE&A
What's New
ks
Blogs Edit Motification Settings Actions =
Groups } Announcements (2)
Task:
ERS » Blogs (1)
~ My Groups } Discussion Board (2
P Sandwalkers b Tests (1)

Lazt Updated: April 17, 2012 1:26 PM

Why you should add the Announcements block to your course's
home page
In the preceding screenshot of the student's home page, there are three
. places where the student can access announcements. However, don't rely
on this! That's because the student's home page can be edited by him/her.
/~—" So the student could remove these tools from his/her home page. In the
immediately preceding screenshot of the course's Homepage page, the
My Announcements and What's New blocks cannot be removed by the
students. They were placed there by the teacher, so you can rely on them
L being displayed when the student enters the course.
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To send an announcement to your students, perform the following steps:

1. Select Course Tools | Announcements.

2. Click on the Create Announcement button. The Create Announcement
page is displayed, as shown in the following screenshot:

Create Announcement

New Announcements appear directly below the repositionable bar and can be dragged
to new positions to modify the order.

¥ Indicates a required field. Cancel

Announcement Information

<& Subject I | | Black
Message

g Text Editor is: m
“[herma x| [307] [erin 2 I T (R i iE &

om
2 W

C YD e o QO JARS T
CERELRE BB

= Fathe boty

Web Announcement Options

Duration « Not Date Restricted

#® Date Restricted

Select Date r Display Aﬂer|o4al?a2mz B |02:18 P
Restrictions Enter dates as mm,/

fyyyy. Time may be enfered in any increment.

™ Display Until [o4/1a2012 & [oz1a e [=]
Enter dates as mm,/dd/yyyy. Time may be entered in any increment.

Email ™ Send a copy of this announcementimmediately
Announcement Students are still notified of this announcement even if this option is not
selected

Course Link

Click Browse to choose an item.

Location Brow se...
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3. Note that there is no place to select recipients for the announcement.
The announcement that you create here will be displayed to all the
course members.

4. Inthe Announcement Information section, enter the content of your
announcement.

5. You can use Duration and select the Date Restricted option to display the
announcement for a selected period of time. Outside of this time period, course
members will not be able to see the announcement. The teacher, however, will
be able to see all the announcements that were sent in this course.

6. Your Blackboard system might be configured to send an e-mail to the
members of a course when an announcement is posted. Check with your
system administrator. Some users might choose to suppress these e-mails.
If they do, selecting Email Announcement will override their choice and
send an e-mail to the students even if they have chosen to suppress them.

7. If your system is configured to send an e-mail when an announcement
is posted, that e-mail will be sent immediately. This happens even if the
announcement's date and time are restricted.

8. To post the announcement, click on the Submit button.

Summary

One of the key differences between messages and e-mails is the student's ability to
see the history of their communication about a course. When you send an e-mail
from Blackboard, that e-mail is sent to a student's e-mail account. This e-mail now
exists outside of Blackboard. Even if the student is no longer enrolled in the course or
if the course is closed, the student can refer back to his/her personal e-mail archive.
When you send a message using Blackboard's message feature, the message exists
only in that course. If the student is no longer enrolled in the course or if the course is
closed, the student will not be able to retrieve the message. This can be a factor when
deciding whether to use e-mail, or messages, to communicate with your students.

Announcements are useful when you want a message to have an expiration date.
You can use them to remind students of upcoming events and deadlines.

In the next chapter, you will learn how to use Blackboard Collaborate to conduct live,
web-based sessions with your students.
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Using Collaborate/
CourseSites Live

Collaborate is Blackboard's application for holding live, web-based sessions with
your students. Collaborate is a separate product from their Learning Management
System (LMS) application, which is Blackboard Learn. Until now, this book has dealt
only with the Blackboard LMS.

If your company has purchased Blackboard Learn, they might also have purchased
Collaborate. You should check with your system administrator.

If you are using Blackboard's free site for educators — coursesites.com,
Collaborate is part of their offering. On coursesites.com, Collaborate is labeled
as CourseSites Live.

If your company has purchased Blackboard Learn, but not Collaborate, you can just
open a free account on coursesites.comand use the CourseSites Live tool. You
will need to recreate your students' accounts on coursesites.com, as it is a totally
separate system from your company's LMS. But being able to hold online meetings
might be worth the extra work for you.

Blackboard maintains detailed user guides for Collaborate. This chapter cannot take
the place of those detailed guides. However, the pages in this chapter will get you
started with using Collaborate's essential features.

For example, the September 2011 edition of Blackboard Collaborate Web Conferencing
Moderator's Guide is over 330 pages long. It is organized by feature, so if you have
a specific feature that you want to learn about, it is relatively easy to find that feature.
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This chapter is about one-tenth as long, so it cannot contain nearly as much detail.

In addition to being much shorter, this chapter is organized chronologically. It takes
you through the process of hosting a basic Collaborate session, from start to finish.
For example, it's not until page 106 that the official Blackboard guide says, "Generally
speaking, it is recommended that you configure your audio before the session begins".
We will deal with configuring your audio in the Configuring audio and video section.

If you have access to two computers side by side, you can play the part of the teacher
and a student, and follow along on your own computers. For example, you might
want to try this if your institution has a computer lab.

During our demonstration session, we will show you how to:

e Make Collaborate available to your students
e Configure audio and video settings

e Share a PowerPoint slideshow

e Use whiteboard tools

e Use the chat feature

e Talk over audio

e Take your students on a web tour

e Share an application

Making your first online meeting a test
session

Consider making your first online meeting a test session. During this session, you
and your students will practice with the software. Before the session, you can send
an agenda to your students, telling them exactly what will happen during the
session, and what to do if they get lost or if Collaborate doesn't run properly for
them. A sample agenda might look as follows:
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Our CourseSites Live Test Session
When we will meet: August 14, 2012, at 3 p.m. EST.
Where we will meet: From your home computer.

What you will need: Your computer, a built-in microphone or microphone
that you can plug in, and at least a DSL or cable modem.

Who will meet: All of us! This is a compulsory activity.
How we will meet: Using the CourseSites Live tool.
At least two days BEFORE the test session (on August 11 or 12)

Using the same computer and browser (which you will use for our meeting),
go to the following link (you should be able to just click it):

http://support.blackboardcollaborate.com/ics/support/
default.asp?deptID=8336&task=knowledge&gquestionID=1473.

This will bring you to a page where you can automatically test your setup to
ensure it is compatible with Collaborate.

If there are any problems with the software, send a Blackboard Message to
the teacher immediately!

DURING our test session

If you lose audio, use the chat feature to tell me. I will help you to troubleshoot.
Each student (including you!) will take turns to speak.

I will share a document with the class.

Each student will take turns to use the "whiteboarding" features to mark up
the document.

I will send a poll question to the class. Everyone will respond.
And more!
AFTER our test session

If you had any problems during the test session and we did not get to solve
them, send a message to me. We can schedule the time for another session.
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Making Collaborate available to you and your
students

The Collaborate tool is always available to you, the teacher, under the Course Tools
submenu. Adding it to Course Menu will make it available to your students and
make it faster for you to access it. Perform the following steps:

1.
2.

From the Add Menu Item list, select Create Tool Link.

From the drop-down list where you select the tool that you want to add,
select either CourseSite Live or Collaborate.

Enter the name for the collaboration tool.
Set the tool's availability.
Click on the Submit button. A link for the tool is added to Course Menu.

Launching the Collaborate tool

The first time that you or a student launch the Collaborate tool, you will be prompted
to download and install the software. Perform the following steps:

1.
2.

From Course Menu, select the Collaborate tool.

Blackboard displays a launch page for the collaborate tool. If you've never
launched it, the page displays a Launch button. If it has been launched
before, it displays a Re-launch button. Click on the button.

Blackboard might prompt you to select your internet speed (Dial-up,
DSL/Cable, and so on). If so, select one and continue.

Blackboard Collaborate will be launched in a new window or in a new tab,
depending on your browser.

Collaborate is a Java application. If your browser launches Java
automatically, Collaborate will run without prompting you. If your browser
is configured to send a prompt before running Java applications, you will see
a prompt like the following screenshot:
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Blackboard »

collaborate!

Launching Blackboard Collaborate

Please don't close this window until you are in your Blackboard Collaborate onling co

Please note that your browser security settings may block this site from downloading

of these files.

Opening meeting.jnlp

‘You have chosen to open
|2 meeting.jnip

which is a: JNLP File
from: https://sas.glluminate.cam

X

pa
x|

What should Firefox do with this fle?

& Open with
 Save Flle

™ Do this automatically for files ke this from now on.

=

Cancel

Click on OK in the dialog box to launch Collaborate. Blackboard will display
a message telling you not to close the browser window until Collaborate
has finished being launched. Then, Collaborate will be launched in its own

window, as shown in the following screenshot:

|I?!!B\ackboard Learn x |tﬂ Blackboard Collaborate | Launc... > | + ‘

€« ¥ |tﬂE\Ium\nateInc. (CA) hips:/fses eluminate.c < () L:H - Bing

v

# Blackboard Collaborate
File Edit view Tools Window Help

Search ¥ Safeweb @ Iderfity Safe ~

Blackboard >
collaborate!

~ AUDIO & VIDEO &% .= ‘_,(

New Page

Launching Black
Please don't close this w

Please note that yaur br
of these files

w PARTICIPANTS -E

MAIN ROOM

N

.

b
1

Delste Page Fit Page + =
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You're ready to test your microphone and speakers.

Configuring audio and video

Definitely before you start your first session, and preferably before each session, you
should configure your audio and video settings to ensure that they work. Perform

the following steps:

1. From the Audio & Video panel, select the Start the audio setup wizard icon,
as shown in the following screenshot:

» Blackboar llaborate

File Edit ‘iew Tools Window Help

+ AUDIO & VIDEO e

Start: the audio setup wizard, [55

p |
Jideo 5o

2. Audio Setup Wizard is launched in a new window. On a Windows or Linux
computer, the next step will require you to select an input device:

oo setup wizard x|

Select audio Output Device

Select the device (2.0., speakers) on which to play audio that you
receive from others, If it is an unplugged USE device, plug it in,
wait a few seconds for the system to recognize it, then click the
Refresh button to add the device to the selection list,

Refresh |

i = INar L]
Speakers (Conexant 20585 Smartaudio HDY

oK | Cancel |
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If your computer has only one input device, such as the built-in microphone
in most laptops, only one will be displayed.

3. Select the input device and click on the OK button. The wizard will guide
you to set the volume levels for your microphone and your speakers.

Showing a PowerPoint slideshow

If you want to show a PowerPoint slideshow, you have two options. First, you can
use screen sharing; that is, you can run the slideshow in PowerPoint, while sharing
your screen with the class. If you and your students have enough bandwidth, this
will give you all the transitions and effects that you would get if you were showing
the slideshow in person.

Your second option is to bring that PowerPoint slideshow into Collaborate, and
let Collaborate convert and display it. Collaborate will convert each of your slides
into a page, in a Collaborate whiteboard. The bad news is, the special effects and
animations will be lost. The good news is, you and the students can mark up your
slideshow using the whiteboard tools, as you discuss the presentation.

To bring a PowerPoint slideshow into Collaborate, perform the following steps:

1. Create your slideshow in PowerPoint. Save it, and close PowerPoint.
When Collaborate converts the slideshow to its own format, it will
require PowerPoint to be closed.

2. Select File | Open | Whiteboard. The Load File dialog box is displayed,
as shown in the following screenshot:

x|

Loak in: I | Oceans Course Materials Ll ¥ "’,E =

21" Test Meeting Agenda.pptx

est Meeting Agenda ppt: Open
Files of type: IPowerPDintImporter * ppt, *.ppt) ]| Cancel
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Notice that the Files of type: field checks for the PowerPoint files (*.ppt and
*.pptx), by default.

3. Navigate to the directory where your slideshow is saved.

Select the slideshow and click on the Open button. You will see messages
indicating that the slideshow is being converted:

» INTRODUGTION TO THE GCEANS (DEMO FOR BLACKBOARD ESSENTIALS BOOK) VIRTUAL ROOM — Blackboard Collaborate:

File Edit View Tools Window Hep
 AUDIO & VIDEO

 PARTIC

‘William Rice
tate Converting PowerPoint Presentatior Slides

gl ﬁl ﬂl E‘ : PowerPoint Generating Images
[l

Rice

0%

Carice|

2 Sammy Student 1

> CHAT

- You joined the Main Room. ( 8:14 PM
).

- Sammy Student 1 joined the Main
oom, (10:04 PM ) -

Lrstart J 5. @ ofbox- .. | Bl muecrypt| | cnio |[w]29220T.. | 2 Bleckboa. | @ ITRoE.. | & samaun., (€7 PowerP.. s | - | CHN e

5. The slideshow is displayed in Collaborate's main window:
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# INTRODUCTION TO THE OCEANS (DEMO FOR BLACKBOARD ESSENTIALS BOOK) VIRTUAL ROGIM - |10 Iﬁl

File Edt WView Tool Window Help
i Eﬂ
astvs

New Page  Delste Page:  [FHEECCEAA| - SN Bisiidet | 1/2 GFolow *a .=

~ AUDIO & VIDED &

Load Content | Record |

| —
( Talk | [ video [SQ]

— Test Online Meeting
Tuesday, August 14, 2012

= PARTICIPANTS

William Rice @ 300 PM
Maderator _JJ?(_‘
o=yl o
MAIN ROCM (2) j1:‘, Agenda
& win
0 [ «Everyone Log In
Q sammy Student 1 E| «Everyone Chat
~ *Raising Hands
— *Take Turns Speaking
~ CHAT = *Whiteboarding
- You joined the Main Room. { 8:14 PM ‘Screen Shal’ing
jl= q
- Sarmmy Student 1 joined the Main 'QuesllonS?

Room. { 10:04 PM ] -

*See you next week!

—[ £ Room I £ Moderators

Let's explore some features on this page.

Notice that we are in Whiteboard mode. You have two visual clues. The Whiteboard
icon is highlighted, as shown in the following screenshot:

ION TO THE OCEANS (DEMO FOR BLACKBO)
File Edit View Tools Window Help

~ AUDIO & VIDEO & -

Newkfjage Delete Page
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And, from the View menu, Whiteboard is selected:

File Edit|View Tools  Window  Help

« AUDIO ¥ Show Side Bar a [

& Whiteboard CHrl+ AL+

Applicaton Sharing SN EY SN e Delete Page
Web Tour CHrl+ A+ :

Restore Default Layout

Our original slideshow had two slides. They have been converted into
whiteboard pages:

50 fo the Next page.

Now that we are in Whiteboard mode, let's explore the whiteboard tools in
the next section.

Using basic whiteboard tools

Collaborate's whiteboard offers an extensive list of tools. Let's look at the most
basic, which you will use in most of your whiteboard sessions.

You already saw the previous and next buttons, which you use to go to different
pages in your whiteboard:

5o to the MNext page.

To the right-hand side of these buttons, you will see the Show Page Explorer icon,
as shown in the following screenshot:

Show Page Explorer
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The page explorer shows you a thumbnail view of each page in the whiteboard. These
pages are shown under the Main Room section, as shown in the following screenshot:

ISR o rooecporer

) @ 1 Load Content Record ﬂ
= K | @
New Page Delete Page Fit Page = =

=== |Slide2 [}s

Test Online Meeting b \ierk Area Qilliam Rice)

Tuesday, August 14, 2012
3:00 PM

Agenda
*Everyone Log In
*Everyone Chat
*Raising Hands
*Take Turns Speaking
*Whiteboarding
*Screen Sharing
*Questions?
*See you next week!

6/ 0N~ *&|

To show a page, double-click on its thumbnail image.

NG To rearrange the pages in your whiteboard, just drag-and-drop
them in the page explorer.

To point out an item of interest, use one of the pointers from the toolbox:

Test

1

|
SENGEI 1O
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When you click on any of the available pointers, the pointer will stay stuck where it
was, as shown in the following screenshot:

Agenda

*Everyone Log In
*Everyone Chat<)

If you click again, the pointer will move to a new location. You can have only one
pointer at a time, and when you switch tools, the pointer will be removed from
the page.

You can use the whiteboard's drawing tools to draw on any whiteboard page.
They include, from top to bottom, the pen, textbox, filled rectangle or ellipse,
hollow rectangle or ellipse, and straight line, as shown in the following screenshot:

A—

—_—

)
[l
N

Unlike the pointer, these marks don't disappear when you switch tools or pages.
They remain until you select and delete them.

To select an object which you have placed on a whiteboard page, use the select tool
from the top of the toolbox:

“'3:00 PM

A ]
ﬂgﬁ'ﬂﬂd
*Everyone Log In
*Everyone Chat
*Raising Hands
*Take Turns Speaking
Whiteboarding

96/ WA AR
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When an object is selected, you can resize, move, or delete it.

There are other whiteboard tools, but these are the most basic.

Using the chat

Collaborate includes a basic chat feature. In the following screenshot, you can see
that the teacher (the "moderator") has the option of having a chat with either the
entire class or just the other moderators in the session:

+ CHAT -=
Room. [ 11:46 PM J - :I
William Rice 12:27 AM
Samrmy, let's here it from
yOLHGQ :Ej
Chat with all the Chat with just the
students and moderators.
moderators in the
[CONTE \rﬂ Room l AL Moderators /J/

Any chat message that the student sends is, by default, shown to the entire class:

» CHAT

- You joined the Main Roorn, | -
10:04 PM ) -

- You left the Main Roomn, { 11:46
M ) -
- You joined the Main Roorn, |
11:46 PM ) -
williarn Rice 12:27 AM
Sammy, let's here it from
youll&) -

Here 1 am!|
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The teacher can start a private chat between a student and the teacher. In the
PARTICIPANTS panel, right-click on a student's name. From the pop-up
menu, select Send a Private Chat, as shown in the following screenshot:

w PARTICIPANTS s | #E
O william Rice £
@ oderator A-
o] &| 0| & L)
MAIN ROOM (2) D
O william Rice Ny
08 ioderator (You)
Sarnrmy Student ]
Earmmissiomns
v o Audio
v U video
v || Chat
v o Whiteboard
Application Shating
Web Tour
Closed-Captioning
w CHAT
LLUS AM | - Lower Hand
- You left Private Rool Wiy Profile...
AM ) Send a Private Chat
_ You joined the Main Roor 43
HeR |nll:| .;. AM Y - I Send to Breakout Room 4
- Sammy Student joined the Give Moderator Privileges
Room. {11:09 AM ) - Tiake Avvay Moderator Brivieges
Remove Farticipant

The student can also start a private chat with the teacher or another student in the
same way, by right-clicking on the teacher's or the student's name.

Why use a private chat?
Private chats can be useful when you want to do the following;:

e Help a student who is having trouble with his/her audio
or video

Ny e Discreetly tell a student that their question or comment is
not appropriate
e Give extra help or encouragement to a student, whom you
know is having trouble with the topic

e Acknowledge an emoticon that the student has posted
(more on emoticons in the next section)

You can save the transcript of a chat as a text file. Select File | Save | Chat..., and
choose the location and filename of the text file.
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Using emoticons during a Collaborate
session

When you are sending a text message to a friend, emoticons are those cute little faces
that you add to the message to show your mood, for example [©] When you are

teaching an online class, emoticons serve a more serious purpose. They take the place
of the facial expressions and body language that you would get in a face-to-face class.

Collaborate allows the students to indicate their mood by selecting an emoticon from
the list in the PARTICIPANTS panel. The following is a screenshot of Suzy Student
1 indicating that she is confused at this point in the session:

w PARTICIPANTS

O Suzy Student 1
ah

o] 5| 0|
© Smiley Face
@z Lol

2" spplause

@ Confusion
I 5 Approval
£ Disapproval

€ Slower
¥ Faster
- MNone

The moderator and the other students will see the emoticon next to her name in
the PARTICIPANTS panel, as shown in the following screenshot:

w PARTICIPANTS

O william Rice

o] 5|l

MAIN ROOM (3)
O william Rice
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Emoticons are displayed for a few seconds, and then they disappear.

Emoticons are not just silly, smiley faces!

M Encourage your students to use emoticons to communicate how

Q they are feeling about the course. Make using them part of your
practice session. Emoticons are no more inappropriate or intrusive
than the facial expressions that we see in every face-to-face class.

Talking in Collaborate

There are two ways to talk in Collaborate. If your company has purchased the
telephony feature, then you can use a telephone conference to talk with your students
while having a Collaborate session. If you don't have the telephony feature (because
your company hasn't purchased it or you are using Coursesites.com), you can use
Collaborate's built-in audio feature. The audio feature works with your computer's
microphone and speakers, and enables you to converse with your students. You
don't need a telephone conferencing service. All you need is Collaborate, and the
microphone/speakers that (probably) came with your computer.

In a previous section of this chapter, we went through the testing of our audio
using Audio Setup Wizard. Now let's look at the Audio & Video panel:

+ AUDIO & VIDEQ L.

The video panel shows the person who is, or
who was most recently, speaking. Because
video is not being used in this session, the
panel shows just the person's name.

This slider controls the volume of your
microphone. The more you turn it up, the
louder you sound to your listeners.

= | r
151 — IJ':I

This slider controls the volume of your _J - ; .
speakers. The more you turn it up, the Talk & ] | Video | LO\ |

louder other people sound to you.

w PARTICIPANTS

To turn on your microphone, click on the Talk O william Rice )
button. The microphone icon inside the button ("]

means your microphone is on, and transmitting

what you say. To turn your microphone off, ®v| &)l < | B:l

click on the button again. The microphone icon - ]

will disappear. MAIN ROOM (2)

M )
| O Sammy Student 1 hd
ah

When you see a microphone next to a student's
name, it means he/she has his/her microphone
turned on.
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To speak to your students, just click on the Talk button and start speaking. If everyone
has gone through Audio Setup Wizard, they will hear what you are saying.

If a student leaves his/her microphone on, and you want to turn it off for him/her,
right-click on the student's name and select Audio to remove the check mark from
that ability. That will turn off their microphone:

MAIN ROOM (2) £,
O william Rice o A—
[ "] =

y Student 1
Permissians

v 2 Yideo
v I Chat
v O Whiteboard

Doing this will completely remove the ability for the student to use audio. To
immediately restore the student's ability to use audio, right-click on the student's
name again and select Audio. The student's microphone will still be off, but the
student will be able to use it again.

Collaborate allows multiple people to speak at the same time. You can select the
maximum number of simultaneous speakers. If anyone in the session has very
limited bandwidth, you might need to limit the number of speakers. To do this,
from the Audio and Video Options menu, select Maximum Simultaneous
Talkers..., as shown in the following screenshot:

+ AUDIO & VIDEO &

izl &
Audio Setup Wizard, ..
Microphone Settings...
Speaker Settings. M

Adjust Microphone Level Down
Adjust Speaker Level Up
Adjust Speaker Level Down

Configure Telephone Conference...

&= | ") e— | Connect Session T Teleconference. .

| Talk | | Video |£

Camera Settings...

Maxirnurn Sirmultaneous Carmeras.. .
Make viden Follow Moderator Focus

O william Rice v Make Video Follow Speaker

Send Camera Shapshiot To Whiteboard

ah
El &l ﬂl El Dfatach Panel

Audio is especially important when you are sharing your screen with your students,
for example, to discuss the contents of the whiteboard, or a web tour or application
that you are sharing.

+ PARTICIPANTS
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Taking your students on a web tour

Using the Web Tour feature, you can share web pages with your students. To begin
a web tour, perform the following steps:

1. Click on the Web Tour icon, as shown in the following screenshot:

@ LI Load

Web Tour o Fallo

2. Enter the URL (web address) of a page that you want to show your students
into the address field.

3. Press Enter.

The web page will be displayed in the main area of the students' Collaborate
window, as shown in the following screenshot:

2 INTRODUCTION TO THE OCEANS (DEMO FOR: RD ESSENTIALS BOOK) VIR OM - Blackboard Collaborate
File Edit Wiew Tools Window Help

» AUDIO & VIDEO

—

[ Talk ] [ Video

]

hitp: fjslashdat.org/

~ | &
i @T i

+ PARTICIPANTS
g sommy student Protect 25 cloud servers

(e)(=)(2)(=]

MAIN ROOM (2]

CloudPassai—

GET HALO FREE!|

Free with CloudPassage Halo.

Slashdet NN Lirary

2 Sammy Student stories Catch up on stories from the past week (and beyond) at the Slashdot story archive
(You)

recent

Silicene Discovered: Single-layer Silicon That Could Beat Graphene

popular Market

Posted by Soulskill on Monday Spril 30, @02:30PM

from the a-fewe-months-before-never dept. —— SITTYI
ask slashd
A1 i hook reviews Mrseb writes
- You joined the Main Room. { 2:23 PM ) - games "Murnerous research groups around the world are reporting that they have created
silicene, & one-ator-thick hexagonal mesh of silicon stoms — the silicon eguivalent
idle of graphene. You will have heard & lot about graphens, especially with regard to its
yro truly wondrous electrical properties, but it has one rather major problem: It doesn't
have a bandgap, which makes it very hard to integrate into existing semiconductor
processes. Silicene, on the other hand, is theorized to have excellent electrical
cloud properties, while still being compatible with silicon-based electronics (abstract). For 2
< | e
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During a web tour, every time you go to a new page you can make your students
follow you to the new page. That happens when the Follow Me checkbox is selected,
as shown in the following screenshot:

ERN http://slashdat.orgf] M Follow Me

After you lead the students to a web page, the students can travel to other web pages.
But every time that you go to a new page, the students are taken there with you.

Dropping your students on a web page with
Web Push

During a web tour, your students usually follow you to each new web page that you
display. And, the web pages are displayed in Collaborate's main window. With Web
Push, you will launch your students' default browser and open a web page of your
choice for them. If Web Tour is like a journey that you take together, Web Push is like
dropping your students off at a destination. After that, they are on their own.

To send a web push to your students, perform the following steps:

1. Click on the Web Tour icon, as shown in the following screenshot:

@ A Load

Web Tour & Follo

2. From the Options menu next to the URL field, select Open URL in
Browser..., as shown in the following screenshot:

H Folow Me

Publish URL to Chat

3. At the prompt, enter the web address of the page you want to open, and then
click on the OK button.

M A web push can be a good way to end a Collaborate session. You
Q can drop the students off on a web page with links and information,
which encourages them to explore the topic further.
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Sharing an application on your computer

Application sharing enables the teacher and students to share an application or
their entire desktop with the participants. The shared application is displayed in
Collaborate's main window. As the teacher, you can:

e Share an application or your entire desktop with the class

e Give and take back control of the application/desktop that you are sharing,
to a student

¢ Give and take back the ability to share an application/desktop to a student

During a practice session with your students, you might want to practice each of
these. You might also want to have students practice scaling the application so that
it fits on their displays.

\ I recommend against sharing your entire desktop, unless you have a

~ good reason to show everything. Students might have trouble fitting
your desktop on their screens, and it's too easy to accidentally show a
document name, stray folder, or other items that you don't want to share.

To share an application, perform the following steps:
1. Open the application that you want to share. Resize its window so that it
will fit on your students' screens with room around it.

2. In Collaborate, click the Application Sharing button. A list of the open
applications is displayed:

Application
Sharing button Select your desktop or an open application you would like to share.

Available Sharing Selections
I -l Share desktop

& Adobe Acrobat 9.5 (acrobat.exe) '_Blackboard_Collaborate_Web_Conferer
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Note that while Microsoft Word has three open documents in the
application list, you must select the entire application. You cannot
select just one of its windows.

Select the application and click on the Share button. A yellow frame
will appear around the application that you select. You are now sharing
this application.

In the example shown in the following screenshot, you can see that the
teacher has selected to share Microsoft Word. Word has several documents
open. The yellow frame is around all of the documents:

| ] '[E“ = 9 - B Tite - E | | 9 - & normal -B- &6l Flashcards.doox - Microsoft Word === Il
[1] Home | Insert Pag(“ Home  Insert  Pagelayout  References Mailings Review = View | Developer  Add-ns o @ —
= . = o . =
% @ 1 per sheet il V| Ruler © [Jlonepage = New Window | (1] View Side by Side E§ 3
’j 5y J LJ @ I:I Gridlines =28 (1] Twe Pages = Arrange All rolling =2 (7]
Paste Print Print  Full Screen| Web |Outline Draft Zoom 100% Switch Macros |
- Layout | Reading | [1=pens Navigation Fane =l Page Width | (=] spiit sition | windows* |~
Clipboard Printing by Lexmark Document Views Show Zoom Matros
lw‘_‘..‘.‘ T T z & 3 o R > o G 7
Users.-Es L
Qcean-Flash-Cardsq]
L a
t Print-this-document.-Cut-out-the-cards-along-the-heavy, -dotted-lines.-Don’t-cut-the-solid-line-down-the-middle-of-the-
d table.-Each-row-the-table-will- make-a-card.-Fold-the-card-along-the-solid-line.-Ta-da,you-have-flash-cards!q
“Infori| i
Passworg| | _ . 1
blackboa | 1 Abyssal-Plainsi smooth,-flat,-muddy-plains-on-the-sea-floorx .
— 1 1
First/Las e i T il 1
TracyTe: | Iu
Tommy| 1 Beachi the-area-in-which-sediment-is-deposited-along-the-shorexn |
,,,,,,,,,,,,,,,, 1 1
SAMMYS| | L o e e e e e e e e e e e e e et e e = = ]
a1 extends-beyond-the-steep-continental-slope.-Itis-more- |#
uzy-Stuc e . . X
. . ently-sloping-and-is-composed-of-the-sediments-
1 Continental-Rise} gently-sioping-and-s P !
“Sallystue| 1 deposited-by-turbidity-currents-at-the-base-of the- |
1 continental-sloped |
Snleys | T T T T T T T T T TS TS S TS TETEEEETEEE T E T W
1 . extends-seaward-from-the-shore-and-isthe-shallowest- 1 E
1 Continental-Shelfi
1 part-of-the-continental-margini 1
‘ http:/foc| | 1
______________________________________ -
1 1.
1 . . 1@
. s . area-of the-seafloor just-beyond-the-continentalshelf,- | 5/i=
“ Rl M Al S
Page:7of 7 | Wordsi2,333 | <5 | [| words:508 | <B | P2 | [ BEElz= B0 —@ ‘:
| [ m ol
‘ Page: 23 of 28 | Words: 2940 | <& | B | BB R = = 150% C———0—F) 4
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The student is seeing all of these shared windows, inside the student's
Collaborate window, as shown in the following screenshot:

» INTRODUCTION TO THE OCEANS (DEMO FOR BLACKBC _ ||:||

Fle Edt Wew Tools Window Help

» AUDIO & VIDEO @ =

r— 2= |

[ Talk | [ video [fQ|

w» PARTICIPANTS

AR
oot vt [T Hove st Pagelmou  beferences  Mailngs  Reew Deoper Adains

e Lpershet 1| el | .’u..u-m ) j} .:1:.._ _'_‘.-w.\.c.ut.-‘..-l.

2 Sammy Student

o] =l0|y

Ocean-Flash-Cardsy)
uy
MAINROOM (2) o Prinbthisdocurnent. < herardsalong: e ey, dotted-fines. Do’ teatthe soliddine-downthe-middieol G|
d ichvrowe-the-tblewillmkes g, Fold-Uecardalong the-solid-line. Ta-da, you-have-llashecor ds 19
“Infor| 1
O sammy Student Password) 1 f
(You) - Abyssal-Plalnsy smooth, flat,-muddy-plains-onthe-seafloorn
(¥ou) blackbus | 1
First /Lax. : _____________________________________ .:
TracyTes , .
Toere| 1 Beachk thearcainwhichsediment-ldepositod-along the sharer
|1 1
B g 1
= e O] extgndy-beyond thesleep-continenlal shope. Usmore f
w CHAT = Suzy-St . . gentiysloping-and i composed-of thesedimants: |
Continental-Risel o P . P N
Sallysiod 1 of y-urhidity-currents-ar 1 Il
- You joined the Main Roorn. [ 9:04 &M 1 i 1
- sanleyy |
0 1
1
httozffoc) |
1
* !
|

il d % et :
Fage:TofT | Woedi23W | OB || woeds! NNl OGdsm o =

(] [
. Popt M4 00 | WD 3002 | & | ) iig » m 15 i) N i

4. If your students cannot see all that you are sharing, they can do three things
to see more of the application. The students can:

a. Maximize the size of their Collaborate application.

b. Deselect Show Side Bar to hide the panels on the left-hand side,
under the View menu. This makes more room for the main window.

c. Clear the check mark from the Scale To Fit checkbox. The application
being shared will no longer be resized to fit in the student's
Collaborate main window. Instead, it will be shown at its original
size, even if all of it doesn't fit. The student might need to scroll
around the screen.

5. If the application that you are sharing has several windows open and if
you want to show just one of the windows, close or minimize the ones you
don't want to share. The yellow sharing frame will shrink to surround just
the window that you have left open.
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Compare the following screenshot of one open window with the preceding
screenshot that showed several windows open:

» INTRODUCTION T0 ... II[=I E3 iN=] U |Normal - & Flashcards.docx (Last saved by user) - Microsoft Word = @ =
Fie Edit View Tools Window Help
Home Insert Page Layout References Mailings Review Wiew Developer Add-Ins > @
i¥i AUDIO & VIDEQ @4 =
= s [;ﬂ’ 1 heet e Calibri (Body) -2 -
j 3 per shee B/W alibri (Body) A ey
EE] 2-sided B 7 U - abe x, X' | & : =
Paste Print N Styles | Editing
. WA A A A -2l - -
Clipboard u Printing by Lexmark Font Fl Paragraph Fl
-H‘l--‘l‘--l“‘z--"--3”‘I--‘4‘--I‘“5--‘\‘--6”‘|--,;1
-
[l m— | E— E
[ Lake J (Lvige SR |1 Ocean-Flash-Cardsf
¥ PARTICIPANTS = -
. o - = Print-this-document.- Cut-out-the- cards-along-the-heavy,-dotted-lines.-Don’t-cut-the-solid-line-down-the-middle
illiam Rice K . o
& NVoderator ) table.-Each-row-the-table-will-make-a-card.-Fold-the-card-along-the-solid-line.-Ta-da, you-have-flash-carc
e8| 0] = A B s s e e e e e e e e e e e e e e o - - -
MAIN ROGM (2 ) I
g ‘\'Yill‘iam Rice ] 1 Abyssal-Plainsq smooth,-flat,-muddy- plains- on-the-sea-flol
loderator (You =
I
_ F e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e -
o
1 Beachx the-area-in-which: sediment-is-deposited-along-tl
I
B e e e e e e e e e e e e e e e e e e, e, e e e e e - - —— -
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v CHAT £ . 1 Continental-Risex gently-sloping-and-is.-composed- of the-sedim
- You joined the Main Room. ( 11:22 1 deposited- by-turbidity- currents-at-the-base-c
AM ) - 1 continental-slopeH 4
- h .
| ) extends-seaward-from-the-shore-and-is-the-sha ©
- Continental-Shelfi . . 5
|I nart.of-the.cagtinental. maraing
4 I
Page:10f 3 | Words:508 | <8 | & | | B B = = 100% (=) [} {+)
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Giving a student the ability to share an

application

As the moderator of a Collaborate session, you can give the ability to share an
application to any of the participants. To give sharing privileges to a student,

perform the following steps:

1. First, you must stop sharing your own application. If you are still sharing an

application, your application sharing privileges
privileges that you give to the student.

will override any sharing
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2. Next to the student's name, select Application Sharing, as shown in the
following screenshot:

w PARTICIPANTS

William Rice
Moderator

||| H

MAIN ROOM (2]
William Rice
Maoderator (You)

Permissions
v " Audio
v [ Video
v [ chat
v /7 Whiteboard

L0 Amiak T

At this point, you have given the student that ability to do application
sharing. But now the student must perform several steps to begin sharing.

3. The student selects the Application Sharing icon. A list of the applications
to be shared is displayed.

M If the Application Sharing icon is not selectable, the
Q student should select a different mode and then reselect
the Application Sharing icon.

From the list, the student selects the application to be shared.

5. Atany time, the teacher can remove the student's ability to share, by
right-clicking the student's name again, and removing the check mark
from Application Sharing.

Whiteboarding over a shared application

I must confess that the title of this section is not entirely honest. You can't use
whiteboard tools to draw on top of a shared application! However, the ability to
mark up and comment on a shared application is so useful that I will propose a
workaround for you.

While sharing the application that you want to whiteboard on, click on the
Screenshot icon on the yellow frame:
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N 1

. | .

- . Continental-Shelfd
4 [

Page:1of 3 | Words: 508 | {ﬁ | = |

= 0o

Blackboard will take a screenshot of the window, bring you back to the Collaborate
application, and place that screenshot on a whiteboard. In the example shown in
the following screenshot, you can see that we are in the whiteboard mode and the
whiteboard tools are available:

rEJ @ _"-l Load Content | Record | @
Blsckiboard

MNew Page BESEREER R Page -= Application Sharing Ima... | |REIESI [F6 [T S
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Home  Insert  Page Layout  References Mailings Review View Developer  Add-ins s @
= [ 5 web Layout. | v Ruler (5] 11 [ one page 3 Mew Window (1] I}
E] B B - R L& ===
3 Outline Gridlines Two Pages | = Arrange All &y |
Print  Full Screen - Zoom 100% Switch Macros
Layout Reading L= Draft Mavigation Pane =l Page Width | =3 Split 4 Windows ~ -
Document Views Shaw Zoom Window | Macros
T S T I - B B T R B P, -
-
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Now you can mark up the screenshot like any other whiteboard page.
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When you are ready to resume application sharing, click on the Application Sharing
icon and select Resume Sharing, as shown in the following screenshot:

Resurne S ‘Stap Sharing

If you want to save the marked-up whiteboard page for your students to refer

to, select File | Save | Whiteboard. You can save it as a whiteboard file, a PDF
document, or a PNG graphic. This is a good way to create a quick reference guide
or study guide about the topic that you were sharing.

Summary

Collaborate (or CourseSites Live) is an excellent way to add a human touch to
your online courses. You can use voice, emoticons, and chat to communicate
with your students. Although this chapter did not discuss using video, that is
also available to you.

There are several keys to successfully hosting a live session with your students.
Many of them were implied in the previous instructions.

Before the session

Have your students test their systems first. Blackboard provides a free site where
they can do this: http://support.blackboardcollaborate.com/ics/support/
default.asp?deptID=8336&task=knowledges&questionID=1473. Make this
testing, and reporting to you that they did the test, an assignment in your course.

Make your first online meeting a practice session.
Have a welcome slide displayed so that students see it as soon as they enter the session.

If you're using audio, have some kind of audio greeting for students when they
enter the session, so they won't wonder if their audio is working. You can play
some music, talk with the students who have already joined, or just keep watch
over the session, and make sure you greet everyone as soon as they join the session.
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During the session

Encourage students to use emoticons to communicate how they are feeling about
the session.

Design your slideshows, shared applications, and other presentation material to fit
inside the Collaborate's main window. Yes, it's true that students can maximize the
window and even completely hide the sidebar. Most of them won't. And some of
your students might have small displays (such as a netbook). Plan for it.

Let students use whiteboard tools to illustrate and clarify things during your
discussion. Then, save one or more whiteboard pages as PDF or PNG files.
They will make good reminders of your discussion.

After the session

At the end of the session, consider using Web Push to drop your students off on
a web page that provides the starting point for their next actions.

After the session, use Blackboard's message or e-mail feature to send the students
screenshots of the session, a summary, next steps, and any other follow-up
information. Explicitly tell them what they learned and what is expected from them.

And most of all, have fun with the online session! It's a chance for you to step out from
behind the online course, and interact with your students in a more personal way.
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Grading Students

Blackboard's Grade Center is a spreadsheet that shows the students' grades, and
calculations based on those grades. Only a user with the role of Instructor, Teaching
Assistant, or Grader can access Grade Center.

In this chapter, we will show you how to:

Find things that need to be graded

Use Smart Views to view the gradebook
Categorize graded items

Manually override grades

Prepare a report for grades

When a student wants to see his/her grades, the student selects the My Grades tool,
and not Grade Center.



Grading Students

Blackboard automatically enters the grades for graded activities such as tests,
assignments, graded posts in forums, and so on. Each graded activity gets a
column in Grade Center. Each student gets a row in Grade Center. In the following
screenshot, you can see that there are columns for graded activities, such as Where
did you, Water Walks, and more. There is also a row for each student:

(LG mpcboard Leam

+

% CourseSites: William Rice
My CourseSites

Grade Genter

+ E m = ¢ T

~ Introduction to the
Oceans (Demo for
Blackboard Essentials

Introduction to the Oceans
Gourse Discussions
Our Course Calendar

Course Policies

COURSE MANAGEMENT

* Control Panel

Intro_to_Oceans_Demo E3

Success: Golumn hidden. It can be shown again from the Golumn Organization page. (=]

CSTraining.Getting Started.Jan_2012E3

CREATE coumsE

Resources

Grade Center : Full Grade Center

Create Column

Create Galculated Column

Manage v Reports v

HELD

[ N

) In the Sereen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the table cell for the grade. In the interactive mode
of the Grade Center, grades can be typed directly in the cells. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade.
Homepage MMore Help

LocouT

— & X
(&) % [E coursestes.com  htps://unuvi.coursestes.com/vicbapps/por jsp?tab_tab_group_id=nulliurl=3s2Fwebappso2Fbiackboar 77~ &= - Bing Alle B9
V- Search License Expired! - @ Identity Safe -

smane | [F QDA

Edtiodeis @D @ | T

Filier Work Offline «

5 | Move ToTop | | Email Sort Columns BY:| | ayout Position Order| 4 Ascending
Open QaA Grade Information Bar LastSavedHlay 1, 2012 221 PH
Wikis B Last Name First Name Tota Water Take an Invent Do you know i
s I Student Sally 34.00 a 400 a 30.00 —
T Student Sammy 6.00 7] =3 =3 6.00@
RIS I Student Stanley - a — a -
Tasks I Student Suzy 10.00 a a 10.00
CourseSites Live SEEEE T 4 I 0|
Move ToTop | | Email Icon Legend

Edit Rows Displayed

» Content Collection

Notice the column labeled Total. This is a calculated column. Calculated columns

can give you the total, average, and minimum/maximum for a group of selected
grade columns.

While Blackboard adds a grade column for each graded activity in the course, you
can also add your own grade columns. This would be useful if you were grading an
activity or item that Blackboard has not added to Grade Center. For example, you
might grade students on class participation. Class participation is not a Blackboard
assignment, test, or other online activity. So if you want to grade it, you would need
to add a column for it to the gradebook. You could also do this to grade attendance
for a field trip.
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Viewing Grade Center

To view Grade Center, from the Course Management menu, select Grade Center.
In the following screenshot, the user has then selected Full Grade Center:

refon o))
‘mﬂbckboard Learn +
€ > % | M https: 1.coursesites.com/webapps/portal/frameset jsp?tab_tab_group_id=nulgur=%2 77 [+ & ‘ ‘ - Bing )'-'l A B 98
V- Search License Expired’ » @ identity Safe +
-: CourseSites: William Rice CREATE COURSE  HELP
Intro_to_Oceans_Demo & CSTraining.GettingStarted.Jan_20128 Resources
-
Oceans (Demo for -
Blackboard Essentials
Book) Grade Center : Full Grade Center
In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting
— R the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the eells. Use the
R ERRAMACE MEN T arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help
~ Control Panel
» Content Collection Create Column Create Calculated Column + Manage + Reports « Filier Work Offline «
» Course Tools
» Evaluation
Move ToTop  Email Sort Columns BY: | | ayout Position Order: 4 Ascending
~ Grade Center
Grade Information Bar Last Saved:May 1, 2012 2:21 PM
Needs Grading ) » L . o i
Full Grade Center B Last Name First Name ota here did you ater Walks Our Beach
Assignments 7 Student Sally 34.00 7] 4.00
Tests [ | Student Sammy 6.00 a = =3
P Users and Groups ‘ [ |[Eri Stanley a ﬂ

In the menu on the left-hand side, note that under Full Grade Center, there are two
more options — Assignments and Tests. These are Smart Views that were chosen by
the user as favorites. They can also be set by the Blackboard administrator, and/or
created by the user. We will discuss more about Smart Views later.

In a later section of this chapter, we will focus on how to customize your view of
Grade Center.
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Finding things that need to be graded

To see a list of the things that need grading, just select Grade Center | Needs
Grading. Grade Center will display a list of the graded activities in your course,
which have not been graded yet, as shown in the following screenshot:

M=l
|mEIackboard Learn x |F0x News - Breaking News Upda... * | + ‘
€ )2 | % | [ coursesites.com | htps: //uww.coursesttes.comjwebapps/portal/frameset jsp?tab_tab_group_id=nulkuri=062Fwebap; 77~ & | [[=~ Bing EE -]

Search [d License Expired: - @ Wdentity Safe -

[y CourseSites: William Rice CREATE COURSE HELP  LOGOUT

My CourseSites Intro_to_Oceans_Demo B3 CSTraining.GettingStarted.Jan_20128 Resources

Needs Grading B | EditModeis mo —

+ S w m ¢ N

Needs Grading
¥ Introduction to the Oceans Instructors can view attempts ready for grading or review on the Needs Grading page. Click Grade All to begin grading and
(Demo for Blackboard reviewing immediately, or sort columns or apply filters to narrow the list. More Help
Essentials Book) —
Homepage
Grade All Filter
Introduction to the Oceans
Category ftem User Date Submitted
Course Discussions
| Al Categories x| [ All tems | [anusers = [Anypate =] E Go
Qur Course Calendar Enter dates as mm/dd/yyyy
Course Policies
Open Q&A 8 total items to grade.
Wikis
Eoes Category Item Name User Attempt Date Submitted Due Date
Groups Discussion Where did you waste water today? Sammy Student January 2, 2012 11:57:00 AM
Tasks Discussion  Where did you waste water today? Suzy Student January 2, 2012 12:13:30 PM
CourseSites Live
Assignment  Take an Inventory of Your Water Usage Sammy Student (Attempt 2 of 2) May 1. 2012 2:02:14 PM July 31,2012
COURSE MANAGEMENT Assignment  Take an Inventory of Your Water Usage Suzy Student May 1, 2012 2:04:31 PM July 31, 2012
~ Control Panel Assignment  Take an Inventory of Your Water Usage Sally Student May 1, 2012 2:07:10 PM July 31,2012
P Content Collection ~ ~
Assignment  Take an Inventory of Your Water Usage Stanley Student May 1. 2012 2:0840 PM July 31,2012
» Course Tools
Discussion Where did you waste water today? Stanley Student May 1, 2012 2:09:59 PM
P Evaluation
~ Grade Center Discussion  Where did you waste water today? Sally Student May 1, 2012 2:12:20 PM
Needs Grading
Full Grade Center Displaying 1 to 8 of 8 items Show All Edit Paging

You can sort the items by clicking on any column heading. Most useful might be
Due Date, so you can grade the items that were recently due and make sure you
have graded everything in a timely manner. You can also sort by the items by name.
For example, you may be in the mood to grade a particular assignment; you can use
the filter accordingly, to see only what you need.

One important limitation of the Needs Grading display is that only graded
activities, which Blackboard automatically adds to the gradebook, appear in
this display. That is, it shows only those items for which the student has
submitted something in your course.
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If you add a graded activity for which nothing is done in Blackboard, it will not appear
here. For example, in Full Grade Center, shown in the following screenshot, you

can see that students are graded on their attitude. This is a column that the teacher
manually added to Grade Center. Attitude is not a Blackboard activity. Therefore, it
does not appear in the Needs Grading display, shown in the preceding screenshot.

‘I!! Blackboard Learn = | [l Fox News - Breaking News Upda... © | +
€ ) (%] | coursesites.com | https:/ .coursesites.com/webapps/portal/frameset.jsp?tab_tab_grot 77~ & ‘ ‘ ~ Bing ,O‘ #® B 8
\

V- Search

[+ CourseSites: William Rice

My CourseSites

License Expired! ~ @ identity Safe ~

CREATE COURSE HELP LOGOUT

Intro_to_Oceans_Demo B CSTraining.GettingStarted.Jan_2012 B Resources

irade Center

n to the Oceans
Blackboard
Book)

to the Oceans
cussions
Calendar

cies

»
a

" Edit Mode is m 0

Grade Center : Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting
the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the
arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Column Create Calculated Column + Manage + Reports + Filter Work Offline +

Current View:  Full Grade Center(Default) Q' Category: Al categories -~ Stalus: aj statuses

Move To Top | Email Sort Columns By: | Layout Position Order: & Ascending

Grade Information Bar Last Saved:May 1, 2012 2:21 PM

5 Live

IANAGEMEN

T

o pLas me Firs me Do yo! 0 Revie! S 1
M Student Sally 30.00
M Student Sammy
M Student Stanley
M Student Suzy 10.00 -
Selected Rows: 0 LI _bl
Move To Top | Email Icon Legend (.

inel

lection

Edit Rows Displayed

or

If you have added grade columns to Grade Center, don't depend on the Needs
Grading display to tell you if those columns need to be graded. Instead, look for
them in Full Grade Center.

We'll see how to enter grades in a later section.
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Smart Views

Under the Current View drop-down menu, you will find a list of Smart Views under

the Smart Views submenu, as shown in the following screenshot:

Move

M | astN:
[C Student
[© Student
[T Student
M Student

Grade Inform  Sma

Full Grade Center(Default)

S ™ Assignments

Blogs
Discussion Boards
Final Grade View

Journals

Selected Row
«” Seli and Peer Assessmenis

Move
Preview of My Grades

W Tests

Current V'E‘W?i Self and Peer Assessments ‘ & Category: seif and Peer

y

Status:

o
o
=%

All Statuses

Smart View is a search condition. Blackboard comes with some Smart Views built in

for you. Under Manage | Smart Views, you can build your own Smart View:

Smart Views

Favorites Delete

Title -,

Assignments

Blogs

Discussion Boards
Final Grade View
Journals

Preview of My Grades

Self and Peer Assessments

[ I [ R o A IR R

Tests

System

System

System

System

System

System

System

System

\Smart Views are _focused views of the Grade Center. Any number of Smart Views can be created based on a vq
criteria, including Grading Periods, Categories, and Performance. More Help

Create Smart View
o

Add as Favorite
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Notice that Assignments and Tests are designated as favorites. That is why they
appear under the Full Grade Center submenu, as shown in the following screenshot:

[ Rretox =

\m Blackboard Learn
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.coursesites.com/webapps/portal/frameset.jsp?tab_tab_group_id=null&url=22
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Grade Center : Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting
the table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cells. Use the
arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Manage ~

Reports «

Sort Columns BY: | ayout Position

Filter Work Offline ~
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Last Saved:May 1, 2012 2:21 PM

P Evaluation
Move To Top Email
¥ Grade Center
Grade Information Bar
Needs Grading ) -~
Full Grade Center | East Name: s
Assignments I | Student Sally
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34.00
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When you create your own Smart View, you will select the columns and search
criteria that you want. I suggest that you become adept at creating new columns
and filtering views before you try to create a new Smart View. Until then,
experiment with the ones provided by Blackboard.

Creating Grading Periods

Note that, by default, there are no Grading Periods in your course:

Create Column Create Calculated Column

Current View: [ Fu| Grade Center - | [ Category: o

Full Grade Center
Move 4 Full Grade Center(Default)
Grade Inforsl Smart Views
L & Assignments
[T Student Blogs
[T Student Discussion Boards
[ Student Final Grade View
[T Student

Journals
Selected Row
Self and Peer Assessments
Move
Preview of My Grades

W Tests

Manage Reports v

Categories -~ Status?  aj statuses

Grading Periods

Filter Work (|
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A Grading Period displays all of the grades that are due during a specific time
period. In this example, we are creating a Grading Period that will display all
those activities that are due to be graded in May:

Name May Grades

Description

Grading Period Dates ¢ None

@ Range StartDate|05;o1;2mg

Enter dates as mm/dd/yyyy
End Date | x
Enter dates as mm/dd/yyyy < May 2012 »

Sun/Mon Tue Wed Thu Fri Sat
Associate Columns [ Associate this Grading Period with all ¢ 02| 03

Click Submit to proceed. Click Cancel to quit.

When we choose Grading Period Dates, it looks like we are creating a search criteria.
That is, it looks like this Grading Period will automatically find and display all of
those activities that are due to be graded between May 1 and May 31, 2012. However,
this is not the case.

After you create a Grading Period, you must manually place the graded activities
into that Grading Period. This is done under Manage | Column Organization:
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I AR AR TR R - A i A T - i

9

9

U UV IR

9

=] Notin a Grading Period

Total

Where did you waste water today?
Water Walks
Our Beach

Take an Inventory of Your Water Usage

Do you know the oceans?

Review Test

Sandwalkers

Mot in a Grading Period

Mot in a Grading Period
Mot in a Grading Period
Mot in a Grading Period

Mot in a Grading Period

Mot in a Grading Period

Mot in a Grading Period

Mot in a Grading Period

Calculated Grade

Discussion
Blog
Wiki

Assignment

Test

Test

Journal

Assignment

Assignment 1 Mot in a Grading Period
May Grades;._
Attitude Mot ina ¢ June Grades
= Notin a Grading Period
Show/Hide Change Category to...

| Change Grading Period to.

As the teacher, you will need to ensure that the due dates that you display to the
students, and the dates for the Grading Period match each other.

You cannot create Grading Periods with overlapping dates. For
example, we cannot create a Grading Period for May, and another

for June, and then another for May and June.

[217]




Grading Students

Creating categories

Blackboard gives you some categories to filter your Grade Center. These categories
represent the kind of activities in your course:

Calegory: | Al Categories | |SIalUS: Al Statuse
' All Categorie; :
. ASSIgnmEnt
Blog
Discussion
7= Joumnal
a Offline Work
a Self and Peer
a Survey
u Test
K1 |
Wiki

The categories supplied by Blackboard automatically filter or search for activities
that qualify for the category. However, when you create a category, you cannot
create a search criteria for the new category. Instead, you'll need to manually
assign columns to the category.

You might want to create categories for the types of knowledge in your course. In
our example course, we could create categories for Observations, Memorization, and
Analytical Thinking. We can assign the journal and wiki grades to the Observations
category, our tests to the Memorization category, and grades for forum posts and
assignments to the Analytical Thinking category.

You can create a new category under Manage | Categories. You can add a column
into a category under Manage | Column Organization.

Smart Views, Grading Periods, Categories...this is getting confusing!

Smart Views, Statuses, and Categories are all independent filters. They
work together to allow you to filter and see only the grade columns that

M you need. For a column to be shown, it must meet the criteria set by all
of these. Grading Periods work by themselves. If you select a Grading
Period, you cannot use Category or Status to filter the display.

If all this filtering is still confusing you, just switch between Full Grade
Center and the filters that you are trying to understand. This will show
you, by example, the effects that each filter has on the display of grades.
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Showing, hiding, and moving rows

Just like you can move and hide rows in a spreadsheet, you can manipulate the
display of rows in Full Grade Center. Note that you cannot do this in the Needs
Grading window. You must be in Full Grade Center to move and hide rows.

To move a row or rows to the top of the page, click the checkbox at the beginning
of the row(s) and then click on the Move To Top button, as shown in the following
screenshot:

Move To Top Email

Grade Information Bar

| move To Top% Email

To hide rows or show rows that were hidden, use Manage | Row Visibility. To sort
by a column, click on the column name.

Some examples of filtering and finding

Let's look at some examples of using the filters in Grade Center. First, here is an
example of the teacher displaying all the students who have not attempted Review
Test yet. To do this, the teacher has selected Status as Not Attempted and Current
View as Tests, as shown in the following screenshot:

Current View. Tests @  Category: Test - Status:

Move To Top Email

Grade Information Bar

mEmA il

Selected Rows: 0

Move To Top Email
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Note that even though Suzy and Sally took one test, they did not take the
second test. Therefore, their rows also appear when we search for tests that
have not been attempted.

In this example, the teacher is displaying the Grading Period of May Grades.
Notice that when displaying a Grading Period, the choices for Category and
Status are not available:

Current View' ! May Grades -~ || & Category”  ajcategories  Status®  aj statuses

Move To Top | Email Sort Columns By: | Layout Position Order: A Ascending

Grade Information Bar Last Saved:May 1, 2012 2:21 PM

FY
B | ast Name " First Name " Wheredidyou = WaterWalks = OurBeach ke 2n invent B

[ Student Sally a 4.00 - (7]
7 Student Sammy a = = c.00@
[T |Student Stanley a - - a
[T Student Suzy a - - a
S_elected Rows: 0
. Move To Top Email lcon Legend
Edit Rows Displayed

In this example, the teacher has selected Status as Needs Grading. That is the only
filter that the teacher is using:

Create Column Create Calculated Column -+ Manage « Reports Filter

Current View:  Fy) Grade Center(Default) ~ [~ Category: aj categories =~ Stalus:] needs Grading

i Move To Top | Email Sort Columns By: | ayout Position Order:
Grade Information Bar Last Saved:Ma
l First Mame here did yo! T:
[T Student Sally 3.00 a
[T Student Sammy a 6.00d
[T | Student Stanley a a
[T Student Suzy a a

Selected Rows: 0

Move To Top | Email
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Assigning and entering grades

Now that you can find the items you want in Grade Center, it's time to give them
grades. In general, there are two ways to give an item a grade. You can open the
item, which will take you deeper into Grade Center where you will view just the
item that you are grading. You would do this if you needed to examine the item
before giving a grade. Or, you can enter a grade right into Grade Center. You
would do this if you already knew the grade that you wanted to give.

Screen Reader Mode

In the following screenshot, Grade Center is in Screen Reader Mode. In this mode,
you cannot enter grades directly into Grade Center. This is a fast way to locate items
that you know need to be graded, and enter grades for them. You must select the item
and select View Grade Details for that item, as shown in the following screenshot:

Grade Center : Screen Reader Mode : Full Grade Center

In the Screen Reader mode, the table is static and grades may be entered on the Grade Details page accessed by selecting the
table cell for the grade. In the interactive mode of the Grade Center, grades can be typed directly in the cell. Grades can be
entered directly from the Grade Center page. To enter grades, click on the cell, type the grade value, and press the Enter key to
submit. Use the arrow keys or the tab key to navigate through the Grade Center and the Enter key to submit a grade. More Help

Create Column Create Calculated Column + Manage + Reports Filter Work Offline

Move To Top | Email Sort Columns By: | | ayout Position Order: | 4 ascending
Grade Information Bar  Grade Type: Grade | Points Possible: 1| Displayed As: Score | Visible to Users: Yes Last Saved:May 1, 2012 2:21 PM
-
W_'here Take an -
did Do you
) Inventory . .
I Last .~ First  you . Water ., Our Sivoue know . Review , Sandwalkers ¥ Assignmen
Name ~ Name ~ waste =~ Walks ~ Beach ~ ¥ the Y Test 7 =11
Water
water Usage oceans?
today? g
[ | Student | ¥ || Sally  |¥ ma 00 (3] ¥ ¥||3000 [¥]|-- | = | o=
™ | student [¥] | sammy [¥ o@ ¥ - ¥l|-- ¥l -- ¥
I | student|¥)| staniey[¥|| View Grade Details ¥l vl |- v - E

-
4| Exempt Grade LI_I

Selected Rows: 0

Move To Top Ema Grade User Activity {r_’P lcon Legend
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The Grade Details page looks slightly different for each kind of activity. However,
its features and functions are consistent. In this example we will see the Grade
Details page for a graded forum entry, as shown in the following screenshot:

Thread Statistics

Thread Grade
Edit Grade

Grade for: Sally Student
Grade: - out of 1

Grade Date: —
Feedback:

Grading Notes:

Contributors

Sotby | pate of Last Post = OTdeT | v Descending

Mark

Select: All None

- Where did you waste water May 1, 2012 2:12 PM
foday? Published
RE: Where did you waste water
foday?

Sally Student

| took the longest shower of my life. But my back was really hurting. Would it have taken more or
less water to make one of those stick-on heat wraps that make my back feel better? | don't know

Reply Quote Mark as Unread

The teacher clicks on the Edit Grade button and is presented with a pop-up window
where he/she can enter the grade and details, as shown in the following screenshot:
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Thread Grade

Current Grade Value |3

out of 1

Feedback:

That's a very
insightful
question. I
would have liked
you to expand on
it.

Grading Motes:

She's smart, but
you need to work
to get it out of
her!

abc
¥

Text Editor Cancel

Save Grade

The Feedback field is visible to the student. The Grading Notes field is visible
only to teachers and graders.

Manually overriding an automated grade

In the preceding example, the activity was manually graded. That is, the teacher
had to look at the student's work to grade it. Some activities do not require manual
grading. For example, a test that has only automatically graded questions doesn't
require the teacher to assign a grade.

Even though Blackboard calculates a grade for some activities, such as tests, you

can manually override the grade. Begin by selecting View Grade Details from the
pop-up menu next to the item.
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In the following example, the teacher is going to manually override a grade for a test
called Do you know the oceans?, as shown in the following screenshot:

Do you

know Review

— Test Sandwalke
oceans?

View Grade Details

Quick Comment
Exempt Grade

Attempt 51/12 30.00

This brings the teacher to the Grade Details page for that test. It looks a little different
from the Grade Details page for the forum thread shown in the previous example:

User Sally Student (blackboard-demo-student3)
Column Do you know the oceans? (Test)

Current Grade: 30.00 out of 30 points = Exempt
Grade based on Last Graded Attempt
Due: Jun 6, 2012
Calculated Grade 30.00

View Attempts
Attempts Manual Override Column Details Grade History
Delete | Last Attempt ~| o
Grade Aft it
May 1 2012 May 1, 2012 2:16:53 rade AEme
2’_15é_0'0 o PM 30.00 Clear Attempt
16: \ p
(Completed) lgnore Attempt

Clicking on the Manual Override link displays a screen where the teacher can enter a
new grade, leave feedback for the student, and enter a grading note for the teacher(s):
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Atternpts ~ Manual Override Column Details Grade History

Override Grade
|20

Feedback to User

L||3V|Aria\ LI|B!Q&‘?E|": xZ”EE

Text Editor is: (el

B8

1=|1=

i=|i=

hEG < oo @O AR |V ¢ 0w
‘E@EE&&EL&

I overrode the automatically calculated grade based on our conversation of yesterday. I think
your understanding of the material is not adequately measured by this test.

“ | Path: body

Grading Notes

Text Editor is: (S|
LIIB-IAria\ L||Blgabe|=‘z xz|%§§|&ﬂ ==
G < oo @O AR |00
° B [El E & B
We need to get Sally help in dealing with her test anxie‘ry.|
“ | Path: body
Cancel ‘ Save ‘

In the preceding screenshot, notice the Grade History link on the right-hand
side. When you override a calculated grade, it will be recorded under the item's
grade history.
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Entering all of the students' grades for an
activity

If you want to grade all of the students who completed an activity, you can do this

from a single page. From one page you will view a student's work, grade it, and
move on to the next student who completed that activity.

In Grade Center, from the drop-down menu in the activity's column, select Grade
Attempts, as shown in the following screenshot:

oL e = o ere e Our Beact T
™ Studen Sally 3.00 4

-~ — — — Quick Column Information
(I a [ 1 ] = =

_ - View and Add Alignments
r s 7] ¢
[T |Student ) o -- -- Grade Attempis
Selected Rows: 0 4 I I

Grade Anonymously

Some activities won't have Grade Attempts available in their drop-down menu. If
that is the case, then open the drop-down menu next to a specific student's attempt
and select Grade User Activity, as shown in the following screenshot:

L e F = 33 e our Be
s Sally 3.00 4.00

rf s Sammy a fa.2 =
D Staniey o

7 |Student Suzy a View Grade Details

Selected Rows: 0 4 | Exempt Grade

Move To Top = Email
Grade User Activity 49

In both cases, you will be taken to a page that displays the first student's attempt at
the activity:
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El
User: Sally Student (Attempt 1 of 1) [ Save as Draft Exit Save and Exit Save and Next 10fb
View: Full Grade Center

Assignment Information

3 Indicates a required field. Submission History

Attempt #1 ( You are reviewing this attempt )

Review Current Attempt

Submission Sally Student (blackboard-demo-3) WATER INVENTORY

Directions: Record approximately how much water you use at home each day. Record your
results in the table below. Use the gallons per use column to estimate how much water you
used conducting each activity. For example, if you flushed the toilet 3 times in one day, you
would record 15 gallons in the third column (5 gallons per use; used 3 times) Then answer
the questions below.

Activity Gallons per Use Total Gallons Used in 1

Day

Flushing the toilet (older) 5 0

Flushing the toilet (water- 2 8

saving design)

Bath in the tub 35 35

5 minute shower 25 0

Brushing teeth with water 5 0

running

Brushing teeth with water 05 15

not running

Washing dishes with water 30 0

running

Washing dishes without 10 0

water running

I lsinn dishwasher 20 20 I f
»

Note that the buttons at the top of the page show you which student's work you are
grading. They also enable you to move to the next and previous students.

The rest of the page shows the same information as if you were viewing the grade
detail page for a single student. This is the fastest way to grade an assignment for all
the students in your class.
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Grading Students

Preparing a report for grades

Grade Center enables you to make calculations using the grade and to prepare a
report for grades.

Adding a calculated column

A calculated column can display the average, weighted average, minimum/
maximum, or total for a group of columns. To determine which columns are used in
the calculation, perform the following steps:

1. To create a calculated column, select Create Calculate Column from the menu
bar in Grade Center. You will then select the type of calculation you want.

2. On the Create Column page, you select the columns to use in the calculation.
You will also select other settings on this page.

3. After you create a column, it is added to the rightmost position in Grade
Center. You will probably need to scroll to the right to find it. You might
want to use Manage | Column Organization to reposition the column that
you created.

Reporting versus downloading grades

The Reports menu option enables you to create and print reports that show data from
Grade Center. If you have the ability to print PDF or XPS files, you can create a report
for each student and e-mail that report to them. However, a limitation of the Report
feature is that it creates only printed reports. You can read the data, but you cannot do
anything with it.

If you want to analyze grade information, you might want to import it into Excel or
another spreadsheet program. Looking at Grade Center, there is no "export" function
apparent. However, under the Work Offline menu, there is a Download option. This
option enables you to download all, or part of Grade Center to a text file. If your
computer has Excel installed, it will probably offer to open that file in Excel as you
download it.
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Chapter 11

Summary

Blackboard's Grade Center offers you a lot of functionality from just one place. You
can search, organize, enter, calculate, and report on grades from the Full Grade
Center page. Use the Filters and Smart Views to ensure that you are viewing only
the data you want. Use Grading Periods and categories to organize your grades. The
Grade Attempts and Grade User Activity options will save you time by enabling
you to grade all of the students' attempts at an activity, on one page. With so much
information available in one place, it can be easy to lose sight of the big picture. This
is especially true because Grade Center cannot be made to fill your entire monitor.
Occasionally, you might want to download your entire gradebook to a spreadsheet
and look at it in full screen mode, or even print it out on multiple sheets and look at
it all at once. In general, Grade Center can be a good way to see where you are in the
progress of the course, what has been done, what the students are attempting, and
what needs to be done.
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